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INTRODUCTORY. 



In courtesy, as in common law, we of America 
have derived the basis of our system from Great 
Britain ; and both the spirit and the forms of our 
social code — as of our jurisprudence — ^follow, with 
characteristic modifications, those of the mother- 
country. The modifications are in some cases im- 
portant, and have grown out of the changed condi- 
tions of our people. The modifying causes are 
many — the influx of other peoples, especially the 
French and the Germans ; new modes of living, new 
food, foreign travel, radicalism and iconoclasm, espe- 
cially in schools, and speculation in finance. That 
is to say, changes in forms have grown out of the 
changed conditions. American etiquette of corre- 
spondence is essentially British, with individual 
features of its own; essentially British, that is to 
say, in contrast with both French and German. 

It is the aim of this little book to give, in con- 
venient and immediately accessible form, the main 
points needed by the American correspondent or 
writer of letters. It is arranged for ready reference, 
under the leading words, and the information given 
as briefly and as clearly as possible. 
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4 IN TROD UCTOR Y. 

The best authorities available have been con- 
sulted, and reasons carefully but briefly stated when- 
ever practicable. Conflicts of authority — ^and they 
are not a few when doctors disagree — ^have been 
reconciled in some cases, and in others the seeming- 
ly preferable have been preferred. 

In almost all the forms given — salutation, com- 
plimentary close, superscription, and the like — ^the 
ones submitted are merely illustrative examples, and 
upon occasion admit, and sometimes even demand, 
variation. In elaborate forms, especially in compli- 
mentary closes, capitalizing has not been attempted ; 
the general rule in such case being that, after the 
words that need capitals on account of their personal 
nature, there should be no capitals used except at 
the beginning of the lines. There must be several 
of these in very long sentences, and, in such case, 
whatever the word is that begins a line, it should 
have a capital All titles in such case are of course 
personal, and take capitals. 

With these suggestions the manual is put into 
the hands of the young correspondent in the hope 
that he will find it useful. 
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LETTER PLAN. 



3 
4. 



.4 

5. 



KEY TO THE LETTER PLAN. 

i-i. The Left Marg:in, about three quarters of an inch from the left 

margin of the full-sized letter-sheet. 
a-3. The Date, including place and time. 
3-3. The Salutation. 
4-4. The Body of the Letter. 
5-5. The Complimentary Close. 
6-6. The Signature. 
7-7. The Address, or Inside Address, as distinguished from the 

Superscription which is on the outside of the letter. 
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THE CORRESPONDENT. 



Abbess. The address of an Abbess is Right 
Reverend. In Great Britain this functionary is ad- 
dressed as " The Right Reverend Lady Abbess of 

A " (the abbey) ; or " The Right Reverend Lady 

Abbess A " (personal name). 

Abbot. The title usually accorded an Abbot is 
Right Reverend ; and the forms of address appro- 
priate to a Mitred Abbot are given by courtesy to all 
Abbots ; excepting, of course those titular degrees 
that belong to the Mitred Abbot. 

Abbreviations. On general principles these 
are to be avoided as often as practicable. Some 
are necessary ; but, in general correspondence, it is 
safe to say that ten times as many are used as are 
necessary. 

In very formal correspondence all abbreviations 
of title, name, office, or of anything that is personal, 
are in bad taste ; for the reasons that they suggest 
haste and look commercial. Mrs. Dahlgren, refer- 
ring to this point in Washington, gives us this ad- 
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8 THE CORRESPONDENT. 

vice : ** When an official title, as in the case of dip- 
lomatic functionaries, is very long, whatever portion 
of the prefix you give, use the entire word, and then 
add * etc., etc.,' in an under line, which is supposed 
to include all that is claimed." 

In ordinary correspondence the fixed abbrevia- 
tions in titles, being always intelligible from their 
simpleness and frequent use, should be uniformly 
used. These are such as Mr., Mrs., Esq., Messrs., 
Dr., Col., Rev., etc., etc. The same is true also of 
a few of the States ; but here it is best, as often as 
the space permits, to write the names in full. 

When numbers become the names of streets — 
when they become proper names, that is to say — 
they should never be abbreviated nor written in 
Arabic figures ; that is. Seventh Street should not be 
written " 7th St.," nor even " 7th Street " ; but both 
words should be written in full ; or at least only the 
word Street abbreviated. "Cross Roads" should 
never be written " X Roads." No proper name 
should be abbreviated ; as " Phil." for Philadelphia, 
" N. O." for New Orieans, " Bait." for Baltimore, 
" Cinn." for Cincinnati, or the like. These are not 
necessary, and are special favorites with the illiter- 
ate and the conceited. In the superscription of let- 
ters such forms are criminally impertinent. Worse 
than this is the abbreviation of less familiar proper 
names. If one writes " Rock. Co., Virginia," the 
distributing clerk has to pause long enough to recall 
the fact that there is no Rock Co. in Virginia — ^al- 
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THE CORRESPONDENT. g 

though there is in other States — and to guess that 
the word "Rock." is for Rockingham. All this 
takes time and tries patience, and is so much un- 
necessary labor added to an overworked official. 
So, also, of " Ash." for Ashland, Ashley, Ashmore, 
Ashtabula, and so on; and "Green." for Green- 
brier, Greenville, Greenwood, Greenup, etc., etc.; 
and " Hill." for Hillsborough ; and so on to the end 
of the chapter. All such abbreviations are samples 
of rustic impertinence and ignorance combined. 

Abbreviations by syncope are almost as bad as 
the foregoing; such as " Wmsburgh " for Williams- 
burgh, " Jastown " for Jamestown, " Jnotown " for 
Johntown, " Washton " for Washington, and so on. 
This flippant conceit of half-knowledge is more 
troublesome than downright ignorance. 

When two abbreviations identical in form fall to- 
gether — ^as in Berkeley St., St. Louis " — it is best to 
spell the word Street out in full. The form " St." 
for Saint, although in a proper name, is so invari- 
ably used that no confusion can arise from its use. 
Such words as Street, Saint, San, Mount, New, should 
generally be written out ; such as North, South, East, 
West, Upper, Lower, Point, Port, Union, and Bay, 
should always be, except as elsewhere stated in the 
names of States or very well known places. 

There are a few abbreviations by syncope in per- 
sonal names that have become tolerable by long use 
which has made them known of all men. Of this class 
are Chas., Jas., Thos., Wm., and some others. The 
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correct form of writing these is the one here given ; 
that is, with no punctuation except the abbreviation 
period at the end. There are two other forms, both 
bad ; to wit, Cha^s^ having the S5mcopic apostrophe 
only, and Cha*s,^ having both the apostrophe and 
the period. The latter is utterly indefensible on the 
face of it ; and the only issue conceivable is be- 
tween the period -and the apostrophe. And here, 
while there is a somewhat classical reason for the 
apostrophe, there is a far stronger one against it ; 
and usage — the iisus which Horace declares to be 
the arbitrium et jus et norma loquendi — gives its sanc- 
tion to the period. Analogy agrees with usus. The 
stronger reason, however, against the apostrophe lies 
in there being other meanings to it ; such as posses- 
sion and plurality. The possessive of Cha is Cha's ; 
and the plural of Cha, used as a word merely, is 
Cha's ; just as A*s, B's and C*s are the plurals of A, 
B, and C, used as letters merely. The same princi- 
ple applies in the same way to the other names men- 
tioned — ^Jas., Thos., Wm., and so on. 

It is important, in view of the punctuation, to 
keep in mind the distinction, very frequently over- 
looked, between an abbreviated name and a nick- 
name. Thus, the abbreviation of Thomas is " Thos." 
while the most common nickname is " Tom," the 
former having the period of abbreviation and the 
latter not. From Joseph, in like manner, we have 
" Jos." and *' Joe," abbreviation and nickname re- 
spectively ; and in this case there is a teriium quid 
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sort of compromise — ^in Jo. This is a bit of 
accuracy in abbreviation that has not yet received 
the sanction of general usage; and being useless 
probably never will. Most of our familiar names 
have both, and sometimes a plurality of both ; 
as, William has "Wm." and "Will./' abbreviations; 
with " Bill " and " Willie " for nicknames. James 
has " Jas."; with "Jemmy," "Jimmy," and "Jim." 
John has " Jno.," with " Johnny " and " Jack." Ed- 
ward has " Edw." and " Ed." ; with " Ned." Charles 
has " Chas." ; with " Charley." Mary has no abbre- 
viation, unless " May" ("Ma.") be so regarded; but 
is loaded down with nicknames, ranging in absurd- 
ness from " Mamie " to " Moll " and " Polly." 

As germane to the matter of correspondence, es- 
pecially to that of addresses, we give a brief 

LIST. 

A. A, G. Assistant Adjutant-General. This staff 
officer ranks in our military service as a Colonel or 
Major, when on the staff of a General. 

A, B, Artium Baccalaureus, Bachelor of Arts. 
Some abbreviate this degree to B. A. 

A. G, Adjutant-General. In our army this staff 
officer ranks as a Brigadier-General, when of the high- 
est grade. 

A. M. Artium Magister. Master of Arts. Some- 
times M. A. 

B. A. See A. B. 
Bart Baronet 
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B. C. L, Bachelor of Civil Law. 

Bro. Brother. The plural is Bros., not Bro's. 

B, V. Bene vale — farewell. Also Beaia Virgo — 
the Blessed Virgin. 

B. V. M. Beata Virgo J/irw— Blessed Virgin 
Mary. 

Colo. Colorado. Better than Col. j in order to 
distinguish it easily from Cal. 

Conn. Connecticut Should never be abbrevi- 
ated C/., for the reason that that might in hasty hand- 
writing be confounded with Vt. 

D. D. Divinitatis Doctor — Doctor of Divinity. 

Dr. Doctor. The r should always be written 
on the line with the D^ and not foisted up to the top 
of the line space, as the c in M* may be. 

Esq. Esquire. Formerly Esqre. 

Exon. Exonia, Exeter, England. 

Ga. Georgia. Ga. is the best abbreviation of 
Georgia, when one must for any reason be used. 
Geo. should never be used, that form being appro- 
priated for George. 

Inst. Instant — the present month, the month of 
writing. 

K. G. Knight of the Garter. 

Kt. Knight. 

K. T. Knight Templar. In Scotland, Knight 
of the Thistle. 

Ky. Kentucky. Better than Ken.^ for the rea- 
son that Ken. might be mistaken for Kan. 

LL. B. Legum Baccalaureus — Bachelor of Laws. 
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Doubling the L indicates plurality ; as MM. means 
Messieurs^ and /p. pages. 

ZL. D, Legum Doctor. See LL, B. 

M.A. Sec A.M. 

Mo. Missouri This abbreviation is excep- 
tional, and almost absurd. The most common ab- 
breviation of a State is the first part of the word ; 
as, AIa.f Conn.f Miss.., Mass.y etc. Another is the 
first and last letters ; as, La.y Pa.y Me.^ Ga.^ etc. But 
Mo. is a third and unique form ; but long and uni- 
form usage has made it intelligible, and hence it is 
best to keep it. Mis. would be confoundable with 
Miss. ; and Mi. with Me. 

M. C. Member of Congress. Master of Cere- 
monies. Master Commandant 

M. D. MetUcina Doctor — Doctor of Medicine. 

Md. Maryland. When the M is written with 
an enlarged small m^ as is fashionable among copy- 
.book masters, the Md. looks sometimes very like 
Ind. This using of an enlarged small m instead of 
the long-established M — the same vice applies to N, 
P, S, W, and occasionally to others — ^is a clumsy ex- 
pedient of ignorance to hide itself. The original user, 
not being sure whether ^^ word should begin with a 
capital or not, dodges the responsibility by writing a 
small letter larger than usual; ^nd the copy-book 
masters have perpetuated the clumsy equivocation. 

Messrs. Messieurs — Gentlemen. 

Mme, Madame — Madam. The plural is Mtnes. 

for Mesdames. 
2 



Digitized 



by Google 



14 



THE CORRESPONDENT. 



Mr. Mister. See Mister. 

Nebr. Nebraska. Best form ; as Neb. might be 
mistaken for Nev,^ Nevada. 

N. J. New Jersey. These initials are too much 
like N. Y., N. H., N. C, and so on, to make it at all 
times safe to use them for the State. Better, in 
cases where space is limited, write it ** N. Jersey." 

No. Numero — Number. Num. is for Numbers^ 
the book in the Bible. . 

N. Y. New York, This should never be ab- 
breviated, except to avoid repetition and where the 
post-office is very well known ; as, ** loo Broadway, 
New York, N. Y.," " Brooklyn, N. Y.," etc. 

O. S. B. Ordinis Sancti Benedicth-OxdAX of 
Saint Benedict — the Benedictines. For other ab- 
breviations of this character, see Orders^ Religious. 

Pa, Pennsylvania. This is better than Penn. 
for the reason that the latter is too much like 
Tenn. 

Ph. B. Philosophic^ Baccalaureus — Bachelor of 
Philosophy. 

' Ph. D. Philosophic Doctor— Boctor of Philoso- 
phy. 

P. P. C. Pour prendre congi—To take leave- 
to say good-by. See T. T. L. 

Q. C. Queen's Council, or Counsel. Queen's 
College. 

R^S. V. P. R^pondez s*il vous plait— '9^t^\f, if 
you please ; or, Riponse^ s'U vous platt^K reply, if 
you please. 



Digitized 



by Google 



THE CORRESPONDENT, 



15 



St Saint. Street. When the two fall together 
— as in " Seventh St., St. Louis " — it is best to write 
the word street in full. 

S. T. p. Sanctce Theologies Doctor — Doctor of 
Sacred Theology — Doctor of Divinity. See D, D. 

S, T. P. Sattcta Theologies Professor— -Vioitss- 
or of Sacred Theology — Professor of Theology. 

T. T JL To take leave. See P. P. C. 

Ult, Ultimo {jnense) — Last month — the month 
just past, or preceding the time of writing. 

Address. This is sometimes called the Inside 
Address^ in order to distinguish it from the Super- 
scription or Outside Address. They are in all es- 
sentials the same. This Address — embracing title, 
name, and place — all complete — ^both in personal 
and business correspondence, as a rule, should be 
put at the end of the letter — ^below the signature, and 
on the right-hand margin — ^rather than at the begin- 
ning of the letter, between the date and the saluta- 
tion. Much business, and perhaps the greater part 
of commercial, correspondence, and a great deal that 
is official, puts it at the beginning. But even in these 
fields — where forms are sometimes the outgrowth 
rather of confident ignorance than of culture — the 
stronger reasons are on the side of putting the Ad- 
dress where it is properly put in the correspondence 
of educated people, as above indicated. It is, how- 
ever, an open question to-day that must settle itself 
by usage ; and the individual is free to do as he pre- 
fers. 
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1. A gentleman's Address ordinarily should be 
something like this : 

A B , Esq., 

Halifax, 

Marion Co., 

Ohio. 

2. When the post-office is a city, it is generally 
desirable, and where there are letter-carriers em- 
ployed it is necessary, to give the number and the 
street ; and when a city is large enough to employ 
carriers, it is hardly ever, if ever, necessary to give 
the county ; as — 

A B , Esq., 

123 Fifth Avenue, 

New York, 

N.Y. 
In cases of this kind it is entirely unnecessary 
to write " No." before the figures giving the num- 
ber ; as it is in this case to write " City " after " New 
York." 

3. In cities, again, in business correspondence, 
it is sometimes desirable, in order to facilitate deliv- 
ery, to give the part of the house ; as — 

A B ^ Esq., 

Room 10, 

470 Tremont St., 
Boston, 
Mass. 

4. Some streets contain the idea in the name, so 
that it is not necessary to add " St." to it ; as — 
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-, Esq., 
567 Broadway, 

New York, 
N. Y. 
Here " way " conveys the idea of street. 

5. It would be absurd to give all the points of 
an Address at the same time, in such cases as this : 

A B , Esq., 

Room 18, 
28 Fulton St., 

New York, 

New York Co., 
New York. 
It is the custom in England to put a comma be- 
tween the number of a street and the name of it ; 
as — " 46, Oxford St." This is proper, but it has not 
been adopted in America to any extent. Every rea- 
son and all analogy are in favor of it ; and it should 
be adopted. 

See Place and Date. 

Adjutant. In the United States Army an Ad- 
jutant ranks as a First Lieutenant. In some mili- 
tary organizations the Adjutant's rank is that of Cap- 
tain ; and in such case he is addressed accordingly. 
See Captain. Salutation : " Sir " or " Adjutant," the 
former preferred generally. Complimentary close : 
"I beg to remain, yours respectfully," or some- 
thing equivalent to it. Superscription : " Lieutenant 
A B y Adjutant 15th Regiment U. S. Infant- 
ry," etc. This is American usage. Formerly it was 
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quite common to write, "A— B— , Esq., Adju- 
tant 15 th Regiment, U. S. Infantry,'* etc. 

Admiral The first officer in the United States 
Navy corresponds in rank to the General in the 
Army. He commands the fleets of the United States. 
Salutation : " Sir " ; and this is used in every grade 
of office in the Navy. Complimentary close : " I 
have the honor to be, sir, your obedient servant." 
Superscription: "To Admiral A B ^ Com- 
manding the Fleets of the United States," etc. ; " To 

Admiral A B y Commanding United States 

Navy," etc. ; or, more simple and equally respectful, 
" To the Admiral of the Navy of the United States," 
etc. 

This, from the Navy Regulations^ bears upon the 
matter in hand: " Line officers in the Navy, down 
to and including Commander, will be addressed by 
their proper title ; below the rank of Commander, 
either by the title of their grade, or Mr. Officers of 
the Marine Corps above the rank of First Lieutenant 
will be addressed by their military title, brevet or 
lineal ; of and below that rank, by their title of Mr. 
Officers not of the line will be addressed by their 
titles, or as Mr, or Dr.y as the case may.be." 

Officers of the Navy take rank in the following 
order : Admiral, Vice- Admiral, Rear- Admiral, Com- 
modore, Captain, Commander, Lieutenant - Com- 
mander, Lieutenant, Master, Ensign. 

Alderman. Salutation: ''Sir." Compliment- 
ary close : " I beg to remain, your obedient servant," 
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or, " I have the honor to be, sir, your obedient serv- 
ant." Superscription : " To Mr. Alderman B ^," 

etc As an individual the Alderman is addressed as 
above — the same forms as a Sheriff — see Sheriff. As 
a body, Aldermen are Honorable. See Mayor. 

Ambassador. We should accord to all For- 
eign Ambassadors very scrupulous titular respect. 
They are entitled to it at home, and we should be 
liberal in giving it to them here. All are entitled to 
Excellency. The salutation may be, " Sir," " Your 
Excellency"; and, if the individual is a Lord at 
home, " My Lord,", or such title as will fit his home 
rank. Complimentary close : ** I have the honor to 
be. Sir, your Excellency's obedient servant," etc., 
etc. The superscription — dependent on home rank, 
of course : ** To the Marquis of A ^ Envoy Ex- 
traordinary and Minister Plenipotentiary from H. M. 

the King of A ^," or " To the Honorable A 

B ^ Minister Resident," etc. 

By British usage the wives of Ambassadors are 
entitled to Excellency in both complimentary close 
and in superscription. 

Resident Ministers rank with Ambassadors and 
Plenipotentiaries. An Envoy merely is second rank 
or class, and a Chargi (T Affaires third. Ministers and 
Ambassadors are permanent functionaries. 

Our own Ministers abroad are accorded our best 
terms of respect. Salutation v ** Sir " or " Your Ex- 
cellency." Complimentary close : "I have the hon- 
or to be. Sir, your obedient servant," or " I have the 
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honor to be your Excellency's most obedient serv- 
ant." Superscription : " To His Excellency A 

B y Envoy Extraordinary and Minister Plenipo- 
tentiary at the Court of A ," etc. 

Apostolic Prothonotary. See Prelate, 

Archbishop. The Anglican Archbishop is ad- 
dressed in salutation as "My Lord/* "My Lord 
Archbishop," or " May it please your Grace." Com- 
plimentary close : " I have the honor to be, with the 
highest respect, My Lord Archbishop, your Grace's 
most obedient servant." Superscription : " To His 

Grace the Lord Archbishop of A ^," or ** To 

the Most Reverend Father in God A , Lord 

Archbishop of B ." 

The Roman Catholic salutation for their Arch- 
bishop is " Most Reverend and Respected Sir " ; or, 
from a friend or clergyman, " Most Reverend and 
Dear Sir." Complimentary close : ** I have the hon- 
or to be, Most Reverend Sir [or, to correspond to 
the salutation], your obedient servant." Superscrip- 
tion : " To the Most Reverend Archbishop A ^," 

or " To the Most Reverend A B ^ Arch- 
bishop of C ." 

Archdeacon. In the Roman Catholic Church 
this dignitary is addressed, in salutation, as " Ven- 
erable Father," "Venerable Sir," and sometimes 
"Reverend Sir." Complimentary close: "I have 
the honor to be. Venerable Father, your most obe- 
dient servant." Superscription : " Venerable A 

B , Archdeacon of C ^ etc. 



Digitized 



by Google 



THE CORRESPONDENT. 2 1 

The Archdeacon seems to be in titular rank be- 
tween Right Reverend and Very Reverend, and not 
essentially different from the latter. He is inferior 
in rank to a Patriarch, an Archbishop, a Bishop, an 
Abbot, and a Prelate. The only Archdeacon we 
have had in the United States was the late Arch- 
deacon McCarron, of New York. 

Associate Justice. See Judge. 

Attorney. In America the salutation of an At- 
torney — as of all kinds of lawyers — is "Sir" or 
" Dear Sir " ; the complimentary close, that usual 
for gentlemen ; and the superscription title always 
Esquire. See Esquire. 

Attorney-General of a State. This officer 
should be addressed the same as the Attorney-Gen- 
eral of the United States. See Cabinet Officer. 

Attorney-General of the United States. 
See Cabinet Officer. 

Baron. The Baron takes rank with a Viscount, 
and his epistolatory salutation is ** My Lord." Com- 
plimentary close: "I have the honor to be your 
Lordship's obedient servant." Superscription : *' To 
the Right Honorable the Lord A ." 

Baroness. Salutation : " My Lady." Compli- 
mentary close : ** I have the honor to be your Lady- 
ship's obedient servant." Superscription : " To the 
Right Honorable the Lady [or, the Baroness] 
A :' 

Baronet. Salutation : " Sir," " Dear Sir," " Dear 
Sir John," as the case may be. Complimentary close : 
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" I have the honor to be, Sir [or whatever corre- 
sponds to the salutation], your obedient servant." 

Superscription : ** To Sir John A ^," etc. To this 

may be added in very formal letters the title, usually 
abbreviated, ** Bart. " ; but its use in ordinary letters 
is like that of A. M. or M. D. after a name — rather 
stiff. See Sir. 

The wives of Baronets are addressed in saluta- 
tion and complimentary close as ladies ordinarily 

are; the superscription being, "To Lady A 

B ;' etc. 

Bishop. The Anglican Bishop is to be ad- 
dressed in salutation as ** My Lord," " My Lord 
Bishop," " May it please your Lordship," etc. Com- 
plimentary close : " I have the honor to be, my Lord 
[following the salutation naturally], your Lordship's 
most obedient servant." Superscription : " To the 
Right Reverend, the Lord Bishop of A ^," etc. 

If a Bishop is also a Privy Councilor, the super- 
scription should be, '' To the Right Honorable and 

Right Reverend, the Lord Bishop of A ." If a 

Peer, " To the Right Honorable and Right Rever- 
end, the Baron [or what else it may be] A ^ 

Lord Bishop of B " ; and if the son of a Peer, 

"To the Right Honorable and Right Reverend 

Lord Henry A , Lord Bishop of B "; or, 

" To the Honorable and Right Reverend, the Lord 
Bishop of C ." 

In America Bishops of Protestant churches are 
addressed as Right Reverend ; except those of the 
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Methodist Episcopal Church, who, we understand, 
prefer to be styled simply Reverend. 

The Roman Catholic Bishop should be addressed 
as " Right Reverend Sir " ; or, less formally, " Right 
Reverend and Dear Sir " ; or by personal friends, 
" Right Reverend and Dear Bishop," but this is of 
the flavor of stilted intimacy. Complimentary close : 
" I have the honor to be [or, to remain]. Right Rev- 
erend Sir, your obedient servant." Superscription : 

'* To the Right Reverend Bishop A " ; or " To 

the Right Reverend A B , Bishop of C ." 

Board. See President of a Board. 

Board of Education. A petition or memorial 
to a Board, say of Education, may begin with " Gen- 
tlemen " ; or, when it is a large or important cor- 
poration, "May it please your Honorable Body." 
Complimentary close : " All of which is respectfully 
submitted." Superscription, " To the President [or 
Chairman, as the case may be] and Members of the 
Board of A of B ^," etc. All other communi- 
cations may be addressed to the President or Chair- 
man officially ; and in some instances — as in impart- 
ing information — it is in better taste to address the 
Secretary of the Board. Always ascertain definitely 
whether the head of the Board is a President or a 
Chairman. 

Body of the Letter. This should begin one 
line or space below the salutation, and just where 
the salutation closes. The letter should begin on 
the first page of the four that make the usual sheet 
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of letter or note paper. If the body cover more 
than one page, and less than two, the order may be 
I and 3. If there are more than two pages, the or- 
der should be i, 2, 3, and 4. 

The matter of a letter belongs to the mind of the 
writer, and must come of the occasion. The manner 
of it belongs to the domain of rhetoric, and is out- 
side the aim of this little book. The suggestions 
here tendered are for that class of persons that know 
what they want to write. 

Brace. See Punctuation. 

Brigadier-GeneraL See General, 

Brother. When this pre-title is used, as it gen- 
erally is by Monks and other ecclesiastics of like 
order, in the signature of a letter — as, "Brother 

A "—the salutation in reply may be "Sir," 

"Dear Sir," or some such form; and the compli- 
mentary close, to correspond; while the address 
proper and the superscription should be simply 

" Brother A ^," even should the party be known 

to be a Professor or a President of a college. He 
prefers " Brother " to " Professor " ; and we should 
not question his taste nor hb right. 

Cabinet Officer. This official is to be ad- 
dressed, in epistolary salutation, as ** Sir." Compli- 
mentary close: "I have the honor to be. Sir, re- 
spectfully your obedient servant " ; or any form that 
conveys the same sense. Superscription : " To the 
Honorable the Secretary of State." Instead of 
" the Secretary of State," the forms for the other 
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co-ordinate officers respectively are, *' the Secretary 
of the Treasury," "the Secretary of War," "the 
Secretary of the Navy," "the Secretary of the In- 
terior," **the Postmaster-General," and "the At- 
torney-General." Or, with equal propriety, " To the 

Honorable A B , Secretary of State " ; and 

so of the rest In general, the superscription in such 
cases should be directed rather to the office than to 
the officer ; and cases may arise wherein the name 
of the officer is not known. The address should be 
made complete without the name. 

Captain^ Army. Salutation : " Captain," or 
" Sir.'' See General. The salutation in this and all 
similar addresses should never be abbreviated. It 
is an impertinence to write "Capt." for Captain. 
Complimentary close : " I have the honor to be. Cap- 
tain [or, " Sir," following the salutation], your obe- 

- dient servant." Superscription : " Captain A 

B , Company A, Seventh Regiment, U. S. Cav- 
alry." 

Captain, Navy. The fifth officer in rank com- 
mands vessels of the second class. See Admiral. 

Cardinal. Salutation : "Most Eminent Sir," or 
" Most Eminent and Reverend Sir." Complimentary 
close : " Of your Eminence the most obedient and 
humble servant," or "I have the honor to remain. 
Most Eminent Sir, with profound respect, your obe- 
dient and humble servant," A Catholic belonging 
to the Cardinal's diocese may, if he is an ecclesias- 
tic, add, "and subject" to the complimentary close ; 
3 
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and if a la3nnan, may add, " and son." Superscrip- 
tion : " To His Eminence Cardinal A ." In the 

event of a Cardinal's being an Archbishop, a Bishop, 
or a Patriarch, it will be competent to add that to 

the above ; as, " To His Eminence Cardinal A ^ 

Archbishop of A ^." A Cardinal should never 

be addressed with such titles as D. D., or S. T. D., 
these being less distinctions, and being included in 
the greater one of Cardinal 

On the spacing of letter, see Pope. 

Charg6 d' Affaires. A third-class Minister; the 
second being Envoy ; and the first embracing Am- 
bassadors, Plenipotentiaries, and Resident Ministers. 
The titular appellative is Esquire. 

Chief Justice. See/»^<rand Vice-President. 

Clergyman. In cases where the salutation dif- 
fers — as it need hardly ever differ — ^from that of non- 
professional gentlemen, it is usually " Reverend Sir." 
This is very common in addressing the Clergyman — 
priest, parson, preacher, pastor, divine, minister of 
the gospel, rabbi, reader, and so on. The compli- 
mentary close follows the salutation, as is usual in 
all cases of every degree and rank, and in the ab- 
sence of all degrees and ranks. Superscription: 

•'Reverend A B ," or " Reverend Mr. B ." 

In these cases, the abbreviated form, " Rev.," seems 
to be accepted generally. 

In conversation the Clergyman is usually ac- 
costed, as any other gentleman should be, as " Sir." 
Among Irish Catholics many say to the Priest 
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" Your Reverence," which is both correct and court- 
eous; but American spirit makes it, and all such 
addresses, out of the question. 

Colonel. Salutation : '^ Colonel," or, from a 
civilian, "Sir." The "Colonel" should never be 
abbreviated in such use. See General. Compli- 
mentary close : " I have the honor to be. Colonel, 
your obedient servant." Superscription : " Colonel 

A B , commanding First Cavalry, U. S. 

Army," or " Colonel A B , U. S. A., Fort 

C ," etc. 

Colon. See Punctuation. 

Comma. See Punctuation. 

Commander. The sixth officer in the U. S 
Navy, commanding vessels of the third class. See 
Admiral. 

Commissioners. See President of a Board. 

Commodore. The fourth officer in the U. S. 
Navy, commanding a squadron — ships of the first 
class. Salutation: "Sir." Upon this point, see 
Admiral. Complimentary close : " I have the honor 
to be. Sir, your obedient servant." Superscription : 

" To Commodore A B y commanding C 

Squadron " ; or, " To Commodore A B ^ U. 

S. Navy," etc. 

Commons, House of. The House as a body 
is to be addressed, in salutation : " May it please 
your Honorable House." Superscription : ** To the 
Honorable the Commons of the United Kingdom of 
Great Britain and Ireland." All members of the 
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House of Commons are entitled by law to the title 
of Esquire. See Esquire, 

Company, President of a. See President of 
a Board. 

Congress, Member of. See Senator^ Repre- 
sentative^ etc. 

Consul. Salutation: "Sir." Complimentary 
close : ** I beg to remain, Sir, your obedient servant." 

Superscription : " To A B , Esq., Consul at 

C ^," etc. 

Complimentary Close. This follows the body 
of the letter and inmiediately precedes the signa- 
ture. It is the " Yours respectfully," the " Faithfully 
yours," etc., with which we take leave of our corre- 
spondents. The place for it is one line or space be- 
low the last line of the body of the letter. It should 
generally begin one space or about half an inch — on 
letter-paper, three quarters of an inch — ^farther to 
the right than a paragraph. As to form, the compli- 
mentary close should correspond to the salutation ; 
and like the salutation must depend upon the rela- 
tion between the two parties to a letter, and must 
get it and its form from that relation. ** Respect- 
fully," "Very respectfully," "Most respectfully," 
etc., correspond to " Sir," " Madam," etc. ; and are 
the usual ones for formal or impersonal correspond- 
ence between individuals, both public and private^ 
This, like the salutation, again, is to be softened, 
warmed, modified, and transformed, to suit the rela- 
tion of the two parties. "Dear Sir" and "Dear 
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Madam " call for " Yours truly," " Yours sincerely," 
" Yours faithfully," and so on. The more familiar 
the salutation is, the more so should be the corre- 
sponding complimentary close. It would be incon- 
gruous if not absurd, for example, to begin a letter 
with " Sir " and close it with " Devotedly yours," as 
it would, on the other hand, to begin with " My Dear 
Friend " and close with ** Very respectfully yours." 

The ordinary complimentary close used by the 
officials in Washington, and indeed in formal 
correspondence generally, is "Yours respectfully." 
This in personal letters varies, warms, and fluc- 
tuates, through "Yours truly," "Yours faithfully," 
"Ever yours," "Yours till death," and a possible 
thousand or two others, all growing out of feeling or 
of relations. In all cases of doubt, it is safer and in 
all respects better to err in the direction of too much 
than of too little ceremony or formality in this matter. 

Between firms in business, " Yours respectfully," 
or its equivalent in some form, is proper on all occa- 
sions ; as " Gentlemen " is for a salutation. 

As in the case of the salutation — wherever that 
may be omitted, say— the complimentary close is 
better dispensed with. It looks at first sight abrupt ; 
but it is natural, and where the question of personal 
respect can not arise, it is useless ; and this is the 
crucial test of all forms. End your written conver- 
sational communic^tionT— as you end your conversa- 
tion — without a formal close of any kind. See Salu^ 
tation. 
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Consul-General. Same as Consul. 

Count. See Earl, 

Countess. Salutation : " Madam," " My Lady." 
Complimentary close : ** I have the honor to be your 
Ladyship's most faithful and obedient servant." Su- 
perscription : " To the Right Honorable the Count- 
ess of A ." 

County. Part of the address and of the date 
of letters. See Address and DcUe. In the case of 
large cities, like New York, New Orleans, Philadel- 
phia, Chicago, and the like, it is unnecessary to give 
the County ; and in all cases where the address is 
already long with room, number, street, etc., etc., it 
is really better to omit things not necessary ; such 
as County, although it is required by law. It is im- 
portant to give the County in all cases where there 
are in the same State two post-offices closely resem- 
bling each other ; as Rockwell (in Pecos Co.) and 
Rockwall (in Rockwall Co.), Texas. The law does 
not permit two post-offices of precisely the same 
name in any State; but there are many confusing 
because close resemblances. 

Court. A petition to a Civil Court should be 
addressed " Your Honors," or " May it please your 
Honors," or ** May it please the Honorable Court." 
Superscription : " To the Honorable the Judges of 
the A Court." 

Dash. See Puncttiatwn. 

Date. This includes both the place^ which is 
the Address of the writer, and the time of writing; 
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as, "Clinton, Ford Co., Virginia, 12 September, 
1885." The word Date is correctly used in this 
technical sense when we say, ** Your letter dated at 
Clinton, Ford Co., Virginia, 12 September, 1885, has 
been received." For the place, see Address. 

The Date is the beginning of a letter, and should 
occupy at least three lines ; sometimes four — two or 
three for the place and one for the time. It should 
begin about two inches from the top of the page, not 
far from the middle of the line ; and should end at 
or very near the right margin. 

The order above given is correct as to both place 
and time ; and for precisely the same reason. It is 
the logical because the natural order ; and the one 
used in scientific classifications. It is important both 
in itself and for uniformity. The order may be re- 
versed ; but if so, should be reversed throughout 

It is easy to see that the items of place should be 
in the order mentioned — ^the larger following the 
smaller, the container following the contained. No 
one could fail to see the absurdity of " Ford Co., 
Clinton, Virginia," and of " Ford Co., Virginia, Clin- 
ton," as well as of " Virginia, Clinton, Ford Co. " ; 
and also what annoyance and delay it would cause 
the distributing clerks. 

Now, as to the time. It is no less absurd to 
write " September 12, 1885," or "September, 1885, 
12," or " 1885, 12 September." The same law obtains 
and the same rule applies. The meaning of the ex- 
pression is, ''This is the 12th day of the month Sep- 
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tember of the year 1885 " and the items should be in 
that order no less when the expression is abbreviated 
to " 12 September, 1885." 

Besides, when the old style and that used by the 
Quakers and many others of to-day — ^that of writing 
the number of the month instead of its name as well 
as that of the day, as in " 12, 9, 1885," or yet " 12/9, 
1885," for the above date — are adopted, uniformity 
becomes indispensable ; and there can be no uni- 
formity except by adhering to a logical principle. In 
this matter the Quakers and all other reasoning peo- 
ple always do this. Without such uniformity it is 
simply impossible, under some circumstances, to 
make out what time is intended. This is the case 
whenever the day-number is less than thirteen — 
nearly half the time. Thus, " 9, 12, 1885 " may mean 
either the 12th of September or the 9th of Decem- 
ber; and cases in law may arise in which the right 
to property, an alibi, legitimacy and inheritance, or 
even a human life, may depend upon which of the 
two dates is meant. A snip of a fledgling book- 
keeper may confidently announce that it makes no 
difference which order is used ; but every experi- 
enced man of business or man of reflection knows 
that it is of importance and may be of vital import- 
ance. 

It is easy to trace the origin of the absurd ar- 
rangement, as in " September 12, 1885." It comes 
from the day-book directly. It is a commercial con- 
venience ignorantly pushed into correspondence. 
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The book-keeper puts the year at the head of his 
page ; at the head of his date-column puts the 
month, and under that the day of the month — ^an ar- 
rangement perfectly legitimate and logical for that 
use. He enters the successive items of his date thus, 
" 1885, September, 12." If taken into correspond- 
ence entire as it stands, it would be eccentric, but 
not in itself absurd at all. But the book-keeper that 
can not see above his ledger, when he turns to cor- 
respondence, begins with his day-book and ledger 
current date, "Sept. 12"; and, writing automati- 
cally as he has learned to do, adds (for he just there 
perceives the absence of a year) the year. 

In his lofty contempt for the English, Napoleon 
called them a nation of shopkeepers. Might not 
some one to-day, with as much justice, call us a na- 
tion of book-keepers ? 

No one would think of dating a letter "Ford Co., 
Clinton, Virginia " ; and yet it is just as reasonable 
as to write " September 12, 1885." This style may 
be said to be American ; and we have heard that 
defense urged in its favor. It certainly is not Eng- 
lish, although a few Englishmen use it. It is surely a 
beggarly patriotism that would retain a usage on the 
plea that it is American, when it is at the same time 
silly. 

All letters, notes, cards, and every missive epis- 
tolary of every kind, should be dated. To omit the 
date is or may be an inconvenience, and is therefore 
a breach of propriety. In business it is sheer imper- 
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tinence ; and everywhere vulgar. In replying to an 
undated missive, especially if a business letter, it is 
proper to call attention to the absence of a date, in 
some way, so that if it were an inadvertence the 
writer may avoid the error next time. Business let- 
ters in reply to an undated one may very properly 
begin in some such way as this : " In reply to your 
favor without date just received — " ; and to a sec- 
ond from the same source : " In reply to your date- 
less letter just received — ." 

Dean. In the Anglican Church the Dean is ad- 
dressed, in salutation, as " My Lord," " May it please 
your Lordship." Complimentary close : " I have the 
honor to be your Lordship's most obedient servant." 
Superscription: **To the Very Reverend Dean of 

A ," or " To the Reverend Doctor B , Dean 

of C ." 

Chancellors are addressed in the same way. 

Dear Sir. This salutation belongs to any man 
entitled to the titles of Mr. and Esq. ; this both in 
Great Britain and in America. It is one degree 
more intimate and personal than *' Sir " ; and in 
most business correspondence in this country it 
takes the place of " Sir," with precisely the same 
meaning and scope. See Sir, 

Degrees. Scholastic degrees — M. D., D. D., 
A. B., A. M., etc. — are always abbreviated in ad- 
dresses. Titular addresses of high rank, however 
— such as President, Governor, Cardinal, General, 
Archbishop, etc. — should never be abbreviated in 
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such use. Titles below A. M. in letters and M. D. 
in medicine, for example, should never be given in 
superscriptions ; and these only in exceptional cases. 
It is not necessary, and mainly for that reason not 
in good taste, for example, to address a man as '^ Mr. 

A B- — , A. M.," nor " C D , Esq., A. B." 

It is admissible on title pages and catalogues perhaps 
to multiply titles ; as John Tyndall, LL. D., F. R. S., 
etc. But it would be absurd to put two on his let- 
ters ; and even one such is questionable. 

Dentist. Very rarely will there be occasion to 
make any distinction between the address of a Den- 
tist and that of an ordinary Physician. Salutation : 
" Sir," or ** Dear Sir." Complimentary close : " I 
beg to remain yours respectfully." Superscription : 

" Dr. A B " ; or, more formally when it is 

desirable to point out his specialty, " A B y 

D. D. S." (Doctor of Dental Surgery). 

Directors. See President of a Board, 

Divine. See Clergyman. 

Doctor of Divinity. Salutation : " Sin" Com- 
plimentary close : " I have the honor to be. Sir, your 
obedient servant." Superscription : " To the Rev- 
erend Dr. A B " ; or, where rigid formality 

is demanded, ** Reverend A B , D. D." 

Doctor of Laws. This degree is almost always 
joined with some office or rank, and for that reason 
rarely changes the style of address. If it stands 
alone, it is usually indicated by using Doctor, in the 
same way that a degree of Doctor of Medicine is. 
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Doctor of Medicine. See Physician. 

Domestic Prelate. See Prelate. 

Dowager. The widow of a nobleman is ad- 
dressed by the title of her late husband, with the 
addition of Dowager ; as, " To the Right Honorable 
the Dowager Countess of A ." 

Duchess. Salutation: ''May it please your 
Grace," " Your Grace," " Madam." Complimentary 
close: "I have the honor to be, Madam, your 
Grace's most faithful, obedient servant." Super- 
scription : " To Her Grace the Duchess of A ." 

Duke. Salutation : '* My Lord Duke," or " May 
it please your Grace." Complimentary close: "I 
have the honor to be, my Lord Duke, your Grace's 
most obedient humble servant." Superscription: 
" To His Grace the Duke of A ," or, when hold- 
ing that rank, '' To His Royal Highness the Duke 
of York." 

Correspondence with the oldest sons of Dukes, 
Marquesses, and Earls, has the same forms as with 
Earls, and with their wives as with Countesses; 
with the younger sons of these parties, as with 
Barons, and with their wives as with Baronesses, 
the superscription being, " To the Right Honorable 

Lord (or Lady) A ^," as the case may be ; with 

the daughters of Dukes, Marquesses, and Earls, as 
with Countesses, the superscription being, '* To the 
Honorable Lady Isabel A ,*\ 

The Duke is the highest order of nobility, next 
below the Prince of Wales. The orders run thus : 
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Prince, Duke, Marquess, Earl, Viscount, Baron, Bar- 
onet, Knight. 

Earl. This nobleman ranks below a Marquess 
and above a Viscount. The rank corresponds to the 
Due in France and the Graaf of Germany. Saluta- 
tion : " My Lord." Complimentary close : " I have 
the honor to be your Lordship's most obedient ser- 
vant." Superscription : " To the Right Honorable 
the Earl of A ." 

We communicate with the oldest sons of Dukes, 
Marquesses, and Earls, in the same manner as with 
Earls, and with their wives; as with Countesses; 
with the younger sons of Earls, and with all the 
sons of Viscounts and Barons, as with untitled gen- 
tlemen ; the superscription, however, being, " To the 

Honorable A B ." With the wives of these 

younger sons in the same manner, prefixing Mrs. to 
the Christian name, thus : " To the Honorable Mrs. 
Henry A ." 

For the daughters of Earls, see Duke, 

Eminence. The title of a Cardinal in the Ro- 
man Catholic Church. See Cardinal, 

Emperor. No English-speaking sovereign has 
this title or form of royalty except Queen Victoria, 
who is Empress of India ; but this does not, we be- 
lieve, in any way affect matters of correspondence. 
The title belongs to official and state papers, but not 
to letters. The forms due a King will doubtless fit 
an Emperor well enough for an American's use. 

Envelopes. These are to-day in almost univer- 
4 
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sal use; and their use is relatively recent Our 
fathers frequently folded their letters so as to make 
the fourth page of the sheet serve for envelope ; and 
our grandfathers always did. The same principles 
should guide us in selecting Envelopes as in selecting 
paper. The Envelope, like the paper, should be 
white and plain, and should correspond to the paper 
used as to size and quality. See Paper^ Superscrip- 
tion^ and Wax. 

Envoy is a second-class Minister ; the first em- 
bracing Ambassadors, Plenipotentiaries, and Resi- 
dent Ministers. The Envoy is not resident, and 
his standing is derived from his other offices. In 
general, when he has no other official title, the En- 
voy should be addressed as Honorable. See Am" 
bassador. 

Epistle. The word is of Greek origin, and 
means a something sent to some one ; a missive let- 
ter. It is sometimes used to indicate a stated or 
formal communication ; as, the Epistles of St. Paul, 
the Epistles of Horace. See Letter, 

Esquire. This is the proper epistolary title of 
all untitled gentlemen, both in England and Amer- 
ica. The contraction is " Esq.," formerly ** Esqre." 
The best-informed classes in the United States, so 
far as they recognize authority and precedent in 
matters of form, follow the usages of the mother- 
country ; and whatever in the matters before us is 
British, or even English, is here generally accepted 
as correct ; not as a matter of mere following, but 
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as the result of the best conditions to decide forms. 
Accordingly, in epistolary addresses. Esquire is ac- 
cepted as the correct title of a gentleman that has 
no professional title of either courtesy or right. 

Upon this point Mr. Richard Grant White, in his 
Wards and their UseSy opposes this use of Esquire in 
this country. He gives us this sarcastic fling : " An 
attempt to deprive any citizen of this democratic 
republic of his right to be called an esquire by his 
friends and all his correspondents would be an out- 
rage upon our free institutions, and perhaps treason 
to the natural rights of man, whatever they may be. 
Upon this subject I confess myself fit only to be a 
learner; but I have yet to discover what a man 
means when he addresses a letter to John Dash, Esq. 
(who is in no manner distinguished or distinguish- 
able from other Dashes), except that Mr. Dash shall 
think he means to be polite." A Spaniard might 
as well exclaim against and sneer at the universal 
use of Don — the Latin DominuSy Lord — ^in his coun- 
try. There the king is called Don Alfonso, and the 
beggar calls himself Don Diego (Lord Jack) ; and 
Spain is not more democratic republican than Amer- 
ica. But it is a question of fact — ^an established 
esse — and not of speculative sentiment. 

In all cases, in this country, even in mere busi- 
ness correspondence, when the status of the indi- 
vidual addressed is well known, it is proper to give 
the title of Esquire to lawyers. Dr. to physicians. 
Rev. to preachers. Prof, to professors. Gen, to gen- 



Digitized 



by Google 



40 



THE CORRESPONDENT. 



erals, and so on. But, in addressing a man of whom 
we know absolutely nothing beyond his sex — and 
the matter of his letter reveals nothing further — it is 
best to use Mr. Cases of this kind often occur, 
especially in business correspondence ; and in all 
such it is safest to address the party as Mr. This, 
for the reason that it is less incongruous, not to say 
absurd, to call a clergyman, a professor, or even a 
lawyer plain Mister, than to call a physician or a 
parson Esquire. Mr., in America, is always respect- 
able at least, and generally respectable enough. In 
like manner, when even the sex of the correspond- 
ent is unknown — as frequently occurs through the 
thoughtlessness, ignorance, or affectation of women, 
or the effeminacy of men — the best thing to do, 
though far from satisfactory, is to use Mr. ; that 
being much nearer Mrs. or Miss than Esq. would 
be. The alternative is to omit the title, for which 
our epistolary world is not quite ready. 

It would, of course, be absurd to address, say, a 
valet, a boot-black, a rag-picker, or a chimney-sweep, 
as Esquire. Hence these and like persons — worthy 
as kings or Congressmen they may be, and all that, 
the freeman that wants votes may say — ^when ad- 
dressed on paper must be addressed with some title ; 
and Mister, if the party is an adult, is the best that 
we have. Youths of these classes — as of all other 
classes, in this country that flinches at the mere 
mention of class — should be written to as Master. 
The boy that we may accost as Sam or Dick, or even 



Digitized 



by Google 



THE CORRESPONDENT. 41 

as Boy, is entitled to Master when we address him in 
writing. It may be unrepublican and undemocratic 
and even un-American to insist upon speaking of 
classes where, legislatively speaking, there are none ; 
but nature and society antedate and subordinate 
the theories of demagogues and the pulings of politi- 
cians. 

In Great Britain the following persons are en- 
titled by law to be called Esquire : i. Officers of the 
Queen's Court and Household; 2. Officers of the 
Army and of the Navy ; 3. £squires of Knights of 
the Bath ; 4. Lords of Manors, Chiefs of Clans, and 
other Tenants of the Crown in capite — ^these last be- 
ing Esquires by prescription; 5. Esquires created 
to that rank by patent, and their eldest sons in per- 
petual succession ; 6. The sons of Peers, whether 
known in general as Lords or Honorables — that is, 
, of Dukes, Marquesses, Earls, Viscounts, and Barons ; 
7. The oldest sons of Peers' sons, and their sons, 
etc.; 8. The sons of the youngest sons of Dukes and 
Marquesses, and their eldest sons — this excluding 
Earls, Viscounts, and Barons ; 9. The sons of Baro- 
nets; 10. The oldest sons of Knights ; 11. Members 
of the House of Commons ; 12. Sheriffs of Counties ; 

13. Bachelors of Divinity, of Law, and of Physic; 

14. Doctors of Law and of Medicine ; 15. Barristers 
at Law; 16. Counselors of Law; 17. Esquires by 
office, such as Justices of the Peace ; and, i8. May- 
ors of towns, during office. 

Then by courtesy the people of Great Britain ac- 
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cord the title to Attorneys and Solicitors, Surgeons, 
Merchants, Bankers, the Landed Gentry, and to all 
Gentlemen living in independence. 

The colloquial pre-title Squire^ that is used wher- 
ever the word Esquire is known as a personal title, is 
neither slang nor an abbreviation ; but a legitimate 
word, fully established by use, and necessary. Es- 
quire is an office or title ; squire is a person. It is 
absurd to put an apostrophe to indicate the dropping 
of the e. It is derived from Esquire, by apheresis 
regularly, as are, maybe, a score of words in our lan- 
guage. It is as incongruous to say " Esquire A " 

as it would be to say " A B , Squire " ; and 

these examples illustrate the well-defined difference 
between the two words. Webster is in error in mak- 
ing it synonymous with Esquire. It is another and 
a separate word. 

Excellency. A title sometimes given to the 
President of the United States, and generally to 
Governors of States and Colonies, American and 
English, and to Foreign Ministers, as well as to 
American Ministers abroad — ^including all Plenipo- 
tentiaries and Ministers Resident. In Massachu- 
setts and South Carolina, Excellency is or has been 
the legal title of the Governors. 

Field-Marshal. An English officer, ranking 
next to the Captain-General, or the highest military 
officer in the kingdom. Salutation ; " My Lord." 
Complimentary close : " I have the honor to be your 
Lordship's most humble servant." Superscription : 
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'* To Field-Marshal His Grace the Duke of A ." 

See Frince-Cansort 

Folding. If the letter consists of more than 
one sheety the sheets should be arranged in order 
and paged carefully. 

A letter-sheet should be folded from the bottom 
forward, bringing the lower edge near the top edge 
— so as to make the half-length a little shorter than 
the envelope — ^and then break the fold. Next, fold 
twice the other way, begiuning at the left edge, fold- 
ing toward the right Measure these folds also, so 
as to fit the envelope. Put the letter thus folded in- 
to the envelope, the open edge outward. 

When the mass of the letter is such as to need a 
long or dispatch envelope, the folding should be 
from the bottom, making a three-fold letter, the 
length being the width of the letter-sheet. 

A note-sheet is to be folded twice, from the bot* 
tom forward, the size of the folds to be made to suit 
the envelope. Some years ago it was quite fashion- 
able to fold the note-sheet first longitudinally, and 
then the other way ; but with heavy paper this is not 
so neat as the first form. When the envelope used is 
nearly square, a single fold of the note-sheet, bottom 
to top and broken in the middle, is the proper fold. 

Fancy shapes require fancy folds ; and both are 
to be eschewed. 

Whenever the envelope and sheet are arranged 
for each other, the folding should conform to the ar- 
rangement. 
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Foolscap, legal cap, etc. — ^none of which should 
be used for letters — should generally be folded from 
the bottom forward, doubled twice, and put into a 
dispatch envelope. 

Foreign Post. See Postal Union. 

Forwarding. The post-office regulations are 
that letters and postal-cards directed to a person 
that has removed, or is temporarily absent from his 
usual place of residence, will be forwarded, on his 
request, free of charge ; but drop-letters will not be 
forwarded to other post-offices except on further 
prepayment of an amount sufficient, with that al- 
ready paid, to cover postage at two cents an 
ounce. 

General. There are four grades of this office — 
General, Lieutenant-General, Major-General, and 
Brigadier-General. They are all entitled to the same 
forms of address, except that the inside address 
should give the specific rank of the officer. All 
army officers above Lieutenant should be addressed 
by their official titles. The salutation of a General 
is " General " — never abbreviated ; but civilians may, 
and often do, use " Sir," and it is entirely proper for 
them, though there is no necessity for other than 
the military forms. Army officers must use military 
forms. Complimentary close : " I have the honor 
to be. General, your obedient servant." Superscrip- 
tion : ** General A B ^," etc., " General A 

B , commanding Army of A , etc." The in- 
side address — the address proper, that is — should 
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give the special rank ; as " Major-General A 

B .*' When the officer is in command, as is 

usual in the army, that fact should appear in both 
the address and the superscription: "To General 

A B , commanding the Department of the 

Gulf," etc. If the officer commands a point, the 
address containing the name of the place, then the 
word " commanding " is sufficient ; as, ** To General 

A B, commanding. Fort Bridger, Utah," where 

the mention of the fort defines the command. 

In the War Department in Washington the cus- 
tom prevails, and it is a good one, of addressing the 
office rather than the officer ; thus, " To the General 
of the Aridies of the United States," etc. ; " To the 
Honorable the Secretary of State," etc. 

The word General comes into the titles of sev- 
eral other offices than those named above ; such as, 
Adjutant-General, Quartermaster- General, Surgeon- 
General, Commissary-General ; and is used beyond 
the military purview, as Postmaster-General, Attor- 
ney-General, Vicar-General, Surveyor-General, Con- 
sul-General, etc. See these severally. 

Gentleman. In its general use the word Gen- 
tleman means any man of intelligence not in some 
way degraded or in disgrace ; at least, in corre- 
spondence this is an assumption that can do no great 
harm. A mistake in this direction — as such assump- 
tion if made practically frequently is — is in the same 
spirit as is that Justice whose deity, in halls of jus- 
tice, is painted blind. 
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The word has several specific meanings, not up 
for discussion here ; and these in Britain are more 
limited and less flexible than ours in America. The 
British rule of the present day makes all men gentle- 
men that are not " yeomen, tradesmen, artificers, or 
laborers " ; and each one of these defining words has 
several definitions. About the close of the sixteenth 
century (1565-162 1) John Guillim, in his "Display 
of Heraldry," uses this quaint language on this sub- 
ject : 

" In these days he is a gentleman who is com- 
monly so taken, and whosoever studieth the laws of 
this realm, who studieth in the university, who pro- 
fesseth liberal sciences, and, to be short, who can 
live without manual labor, and will bear the port, 
charge, and countenance of a gentleman, he shall 
be called ' Master,' and shall be taken for a gentle- 
man." 

In those days men often had inscribed on their 
tombstones the word "Gent." after their names. 
It is, however, but a few years ago that a case 
before a police-court in London turned upon the 
meaning of this much-defined and hardly under- 
stood word. 

"A person described as 'a gentleman' was 
charged with swearing, and he was also charged 
with disorderly conduct. But the charge of swear- 
ing was under a statute of George II, which enacts 
'that every laborer, sailor, or soldier, profanely 
swearing, shall forfeit one shilling; every other per- 
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son under the degree of a gentleman, two shillings ; 
and every gentleman or person of superior rank, five 
shillings to the poor of the parish wherein such 
offense was committed.' The case was proved. 
' But,' said the magistrate, ' you are not a laborer, 
soldier, or sailor ; and it is certain you are not a 
gentleman.' So he was fined two shillings, as being 
of the class * every other person.' " 

Governor of a Colony. This English officer 
is entitled to Excellency as a titular rank. Saluta- 
tion: "Sir." Complimentary close: "I have the 
honor to be your Excellency's obedient servant." 

Superscription : " To His Excellency Captain A y 

R. N., Governor of B ." The wives of these 

officials should be addressed, in the subscription, 

with Excellency — " To Her Excellency Lady A 

B y* as the case may be. 

Governor of a State. Salutation : " Sir,"' or 
" Your Excellency." Complimentary close : ** I have 
the honor to be, Sir, your [or, your Excellency's] 
obedient servant." Superscription: "To His Ex- 
cellency the Governor of A " ; or, " To His Ex- 
cellency B C y Governor of the State of 

D '* ; or, simply, " To His Excellency the Gov- 
ernor." 

In the States of South Carolina and Massachu- 
setts, Excellency has been, and we believe now is, 
the legal title of the Governor. In other States it is 
accorded by courtesy ; but the use of it is almost 
universal. 
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Holiness. The official title of the Pope. See 
Pope, 

Honorable. This title is, in this country, en- 
tirely honorary or given by courtesy ; and yet it is 
very frequently used. It is accorded to the Vice- 
President of the United States; to Members of 
Congress ; to Judges, from the Chief- Justice of the 
Supreme Court of the United States down to the 
lowest grade of law judges ; to Foreign Ministers 
and Envoys that have no title more distinguished, 
and to our own representatives abroad of the first 
and second grades; to Cabinet Officers; to State, 
Colonial, and Territorial Governors and Lieutenant- 
Governors ; to Heads of Departments generally ; to 
State Senators and to State Senates collectively ; to 
Speakers of State Houses of Representatives and 
Houses of Delegates ; to Mayors ; and to most cor- 
porate bodies with very little discrimination. The 
title is often given, by what seems to be a stretch of 
this very elastic courtesy, to Assistant Secretaries, 
Comptrollers of the Treasury, Auditors, Clerks of the 
Senate and of the House, etc., etc., etc. All civil 
officers below the ranks complimented with Honora- 
ble are addressed, in the absence of official titles, as 
Esquire. 

House of Representatives. See Representa- 
tive. 

Indostire. Inclosures in letters that are to go 
by post are, in certain important respects, matter for 
legislation. The weight added by the inclosure is 
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to be paid for at letter rates ; but there are a good 
many things that, in all countries, the laws do not 
allow to go into the mails in any form. The postal 
laws of the United States classify things as mailable 
and unmailable. For the former of these, see Mail- 
able Matter y and, for the latter, see Unmailable Matter, 

Indorsements. Much of business correspond- 
ence takes, or may readily take, the form of indorse- 
ments. The form of these, in the third person, is 
essentially different from that of the letter. The 
indorsement should begin with the date, and the 
complimentary close is put at the beginning, instead 
of at the end ; that is, the " Respectfully submitted " 
or " Respectfully forwarded " .or ** Respectfully re- 
turned " with which an indorsement should begin, 
obviates the necessity of any complimentary close. 

The usual form is, " Respectfully referred to A 

for " ; closed with the mere signature. 

Formal military and civil official indorsements 
are prescribed in the official regulations, and are 
beyond the scope of this book. In those, the utmost 
exactness of detail— the folding, the dating, the order 
and sequence of authority, etc. — is observed ; and 
all these matters are given fully in the official manu- 
als, general orders, etc. Each office is supplied with 
these as a part of its regular equipment. 

Ink. This, for letters, should be black. Black 

ink on white paper presents the best contrast, and 

for that reason is the most legible ; and to be read is 

the final cause of all writing. Hence the reasonable- 

5 
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ness of meeting these conditions as nearly as prac- 
ticable. Diseased eyes may need soothing colors in 
papers and inks ; but that belongs to a treatise on 
hygiene. Colored inks are in questionable taste in 
proportion to their glaringness, and take place in 
the category of fancy papers and flashy ornaments 
and markings. Good black ink is easily obtainable 
in all civilized countries. Colored ink, especially 
crimson, is necessary in all book-keeping, but should 
be restricted to that use. 

Inside Address. See Address. 

Judge. The Chief -Justice of the Supreme 
Court of the United States is to be addressed as 
"Sir," "Mr. Chief-Justice," "May it please your 
Honor"; and, on the bench, "May it please the 
Honorable Court." Complimentary close : " I have 
the honor to be your Honor's most obedient ser- 
vant." Superscription : " To the Honorable A 

B ^ Chief-Justice of the Supreme Court of the 

United States " ; or, briefer and just as well, if not 
better, " To the Honorable the Chief-Justice of the 
Supreme Court, Washington, D. C." 

Associate Justices are entitled to the same saluta- 
tion and complimentary close. The superscription : 

"To the Honorable A B , Justice of the 

Supreme Court of the United States," etc. 

The State Supreme Courts, both in the Chief- 
Justices and the Associate Justices, usually receive 
the same forms as the above, mutatis mutandis. 

All judges, below the grades above specified, are 
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addressed as Honorable, whether in the circuit, city, 
or county courts. 

For British Judges, see Lard Chancellor and 
others in place. But in general they conform to the 
same titular usage. 

Junior. This is the Latin /w«/^r, younger; and 
is always abbreviated, as a post-title in correspond- 
ence, to Jr. or Jun, Formally Jun. was universal, 
and now Jr. is almost so. Its place is immediately 
after the name and separated from it by a comma ; 

as " A B y Jr., Esq." It never displaces nor 

supersedes any other title, but goes with all. It de- 
notes the younger of two persons — ^usually father and 
son — ^that have the same name. The older is des- 
ignated Senior. See Senior. Junior should always 
begin with a capital, as should its correlative, 
Senior. 

Justice. See Judge. 

Justice of the Peace. Salutation: "Sir." 
Complimentary close : " Respectfully, your obedient 
servant." Superscription: "A B ^, Esq." 

King. The salutation to this functionary is 
"Sir" or "Sire," "May it please your Majesty," 
"Most Gracious Sovereign." The complimentary 
close : " I have the honor to be. Sire, your Majesty's 
most faithful servant." The superscription: "To 
the King's Most Excellent [or Gracious] Majesty." 
See Sir. 

Knight. Salutation, complimentary close, and 
superscription, the same as those of a Baronet^ which 
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see. The wives of Knights, the same as those of 
Baronets also. See Sir. 

Ladies of the Sacred Heart. The usual ad- 
dress of members of this order in the United States 
is ** Madame." 

Lady. In Great Britain this title "is prefixed 
to the name of any woman whose husband is of rank 
not lower than Knight, or whose father was a noble- 
man not lower than an Earl." Among English- 
speaking people generally the word Lady has two 
well-known meanings or uses — the one above stated, 
and that formerly given the word gentlewoman, the 
correlative of gentleman. When gentleman came 
into use, the feminine of it was gentlewomah ; but 
that feminine was gradually replaced with Lady, as 
we have the word now in this country. Half- 
informed persons are disposed to insist that Lady is 
the s)monym of woman ; and the noble word woman, 
with this class of bom plebeians, is almost a reproach. 
This is rank snobbery ; but, fortunately, the class is 
not large. Interesting shades of these meanings ap- 
pear in this incident of comparatively recent occur- 
rence : 

" When men were debating as to the proposal to 
confer the title of empress on Queen Victoria, a 
public meeting was held in a great English city for 
the discussion of the question. Some proposed * Sov- 
ereign Lady of India ' as a more becoming title. To 
this one speaker objected. He was a barrister by 
calling, and in ecclesiastical matters a zealous church- 
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man. He might, therefore, be expected to know 
both his law-books and his prayer-book. Yet he 
opposed the style of ' sovereign lady,* on the ground 
that, when there was a king, he would have to be 
called * sovereign gentleman.' His hearers, wiser 
than himself, shouted, * Sovereign lord! ' But the man 
of law remained unconvinced ; * sovereign gentle- 
man ' was the one masculine of * sovereign lady,' and 
* sovereign gentleman of India ' was a style that 
would never do." 

Lawyer. In America lawyers of all grades are 
entitled, by the courtesy that confers all such honors, 
to the address title of Esquire ; the salutation being 
** Sir " or " Dear Sir "; and the complimentary close 
corresponding to the same. In England all Barris- 
ters at Law, Bachelors of Law, Counselors of Law, 
and Doctors of Law, have a legal right to the title 
of Esquire, both in superscription or address, and in 
legal designation ; and so have sheriffs of counties. 
See Esquire, 

Legislator. A State Senator is entitled, by uni- 
versal consent, to the title of Honorable ; as also is 
the Speaker of the House. The members of the 
House are .also sometimes so addressed and spoken 
of ; but the best usage accords them only Esquire. 
See Legislature, 

Legislature. A Legislature maybe approached 
epistolarily in petition, memorial, and similar papers, 
usually by several signers. Salutation : " The un- 
dersigned respectfully represent that — " ; or ** The 
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petition of A B [or of the undersigned] 

hereby showeth." Complimentary close, when there 
are several signers: "And your petitioners, as in 
duty bound, will ever pray," etc. ; followed by the 
signatures. Superscription : " To the Honorable 
the Senate and House of Representatives of the 

Commonwealth of A ." See Legislator. 

Letter. The word is here used in the sense of 
epistle — ^a letter sent or to be sent, a letter missive. 
The essential parts of a letter are : 

1. The Date; . 

2. The Salutation ; 

3. The Body ; 

4. The Complimentary Close ; 

5. The Signature ; 

6. The Address ; and, 

7. The Superscription. 
The incidental parts are : 

8. The Postscript, with its continuations or iter- 
ations, Paulo-Postscript, Post-Paulo-Postscript, and 
so on ; 

9. The Nota Bene ; 

10. The Inclosure ; 

1 1. The Stamp ; and, 

12. The Return Directions. 

See each of these parts in place. 

Lieutenant, Army. Salutation : " Sir." Com- 
plimentary close : " I beg to remain, yours respect- 
fully," " Respectfully yours," etc. In regard to the 
superscription due a Lieutenant, usage varies very 
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much. It was once a discourtesy to address him as 
" Lieutenant," and " Mr." prevailed. In England 
Esquire is the legal title, and is usually accorded, 
giving the specific rank and command after the name 
and the " Esquire." Usage, in America, so far as we 
may be said to have any, is in favor of giving " Lieu- 
tenant " — usually abbreviated — as the pre-title ; and, 
of course, omitting the post-title. This elevates it to 
the grade of respectability, from which ** Mr." and 
**Esq." have hitherto seemed to be relegating it. 
See Adjutant 

Lieutenant-Colonel. This officer should be ad- 
dressed by his title, other details — salutation, com- 
plimentary close, etc. — being the same as those of a 
Colonel. See ColoneL 

Lieutenant-Commander. The seventh officer 
in the Navy, commands vessels of the fourth class. 
See Admiral. 

Lieutenant-General. See General. 

Lieutenant, Navy, is an executive officer of 
the fourth class. See Admiral. 

Lord. In Great Britain, a peer of the realm, 
especially a Baron, as distinguished from the higher 
orders of nobility. — Worcester. The word peer is 
limited to the members of the upper House of Par- 
liament, and to Scotch and Irish noblemen of cor- 
responding rank, qualified, on election, to sit in the 
upper House. — Smart, The title of Lord is extended 
by courtesy to the sons of Dukes and Marquesses, to 
the eldest sons of Earls, and, by virtue of their offices, 
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to the Mayors of London, of York, and of Dublin ; 
to Judges while presiding in court ; and to certain 
other high official personages, as Lord Chancellor, 
Lord of the Treasury, Lord Chief- Justice of the 
Queen's Bench, Lord Chief- Justice of the Common 
Pleas, Lord Chief Baron of the Exchequer, etc. — 
Brande, It is also given to one that has the fee pf a 
manor, and consequently the homage of his tenants ; 
but, if not of noble birth, he is not addressed as a 
Lord. — Smarts Brande, A recent writer makes this 
point : " The title of Lard has not necessarily any- 
thing to do with peerage. All peers are lords, but 
there are many lords that are not peers. The King's 
Chancellor, his Treasurer, his Chamberlain, his High 
Admiral, the President of his Privy Council, certain 
of the high Judges, all English Judges when actually 
on the bench, Scottish Judges at all times. Lieuten- 
ants of Counties, the Lieutenant of Ireland and his 
deputy, the Mayors of London and York, the Pro- 
vosts of several Scottish cities, the Rectors of Scot- 
tish Universities, the younger sons of Dukes and 
Marquesses — ^all these are Lords by some rule, by 
law, or by courtesy, many of them without being 
peers ; and, when they are peers, without any refer- 
ence to their peerage." 

Lord Chancellor. Salutation: "My Lord." 
Complimentary close : " I have the honor to be, with 
the highest respect, my Lord, your Lordship's most 
obedient servant," Superscription : " To the Right 
Honorable Lord A ^ Lord High Chancellor." 
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Lord Chief Baron of the Exchequer. See 

Lord Chancellor, 

Lord Chief- Justice. See Lord Chancellor, 

Lord Mayor. Salutation : " My Lord." Com- 
plimentary close: "I have the honor to be, my 
Lord, your Lordship's obedient servant." Super- 
scription : *' To the Right Honorable Sir A 

B , Bart., Lord Mayor of C ." 

Lords, House of. A member of the House 
of Lords is addressed according to the rank he 
holds, irrespective of his membership. As a body, 
the address is — salutation : " May it please your 
Lordships," or " My Lords." Superscription : " To 
the Right Honorable the Lords Spiritual and Tem- 
poral, in Parliament assembled." 

Madame. See Mesdames, 

Mailable Matter. There are four classes of 
this, designated in the postal directions by their 
numbers ; as follows : 

First Class. — a^ letters ; ^, all matter wholly in 
writing (except manuscript for publication, when ac- 
companied by proof -sheets^ corrected or not) ; Cy mat- 
ter partly in print and partly in writing (certain ex- 
ceptions noted below) ; //, packages so wrapped, 
sealed, or secured that their contents can not be 
readily examined. The rate of postage on mail 

MATTER OF THIS CLASS IS TWO CENTS AN OUNCE OR 
FRACTION THEREOF. 

Second Class. — This class of mail matter in- 
cludes only publications mailed direct from the 
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offices of the publishers and news agencies to sub- 
scribers, etc., under special postal rates and condi- 
tions, in the details of which the general public is 
not interested, and they are therefore omitted. 

Third Class. — Books, transient newspapers and 
periodicals, circulars, proof-sheets and manuscript 
accompanying the same, and printed matter gen- 
erally (except that belonging in the second class). 
"Printed matter" is defined to be the reproduc- 
tion by any mechanical process (except handwrit- 
ing and the copying-press) of words, figures, etc., 
not in the nature of personal correspondence. Under 
this definition, photographs, and also circulars pro- 
duced by hektograph or similar process, and by elec- 
tric pen, are rated as "printed matter." Upon mat- 
ter of this class, or on its wrapper, the sender may 
write his own name, preceded by the word " from " ; 
may mark any printed passage to call attention to 
it ; may write date, address, and signature of circu- 
lars, correct typographical errors, and write on cover 
or blank leaf of any book or of any other printed 
article of the third class, a simple dedication or 
presentation inscription not in the nature of per- 
sonal correspondence. (See also note below.) No 
other writing is permitted in or on third-clc^s mat- 
ter ; and the regulation that formerly admitted partly 
written billSy statements^ invoices^ and other commercial 
papers to the third class has been revoked. The limit 
of weight for mail matter of the third class is four 
pounds, except in the case of single books exceed- 
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ing that weight. The rate of postage on mail 

MATTER OF THE THIRD CLASS IS ONE CENT FOR 
EACH TWO OUNCES OR FRACTION THEREOF. 

Fourth Class. — All matter not embraced in the 
first, second, or third class — including merchan- 
dise, samples of merchandise, and other articles not 
liable to destroy, deface, or damage other mail mat- 
ter, or to harm the person of any one in the postal 
service, and not excluded by law from the mails. 
Sharp instruments, articles wholly or partly of glass, 
and other things that, if not properly secured, might 
damage the mails or harm any person handling 
them, must be first securely wrapped or cased, and 
then safely packed in hard wood or metal boxes 
with screw lids or secured by clasp or slide. Per- 
sons in doubt as to the admissibility of articles they 
desire to mail will probably save unnecessary trouble 
and expense by submitting the same at the post- 
office, where they will receive correct information 
on the subject. Upon any package of fourth class 
matter the sender may write or print his own name 
and address, preceded by the word " from," and may 
also write or print thereon the ««»f^^r (quantity) and 
names of the articles inclosed ; and one mark, num- 
ber, name, or letter i^for the purpose of identification 
only) may be written on any article of the fourth 
class, or upon a tag or label attached to it. Price 
and size of the article may be printed or stamped on 
such tag or label ; but more than one written mark, 
number, name, or letter, will subject the package to 
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postage at letter rates. The limit of weight for pack- 
ages of fourth class matter is four pounds. The 

RATE OF POSTAGE ON MAIL MATTER OF THE FOURTH 
CLASS is ONE CENT FOR EACH OUNCE OR FRACTION 
THEREOF. 

Note. — On any package of third or fourth class matter 
there may be written or printed a request in the following or 

similar form : " If undeliyerable, P. M. please notify 

— ^— , and stamps for return postage will be forwarded." Let- 
ters ONLY are returned //v^ to writers. 

Major. Salutation : " Major," " Sir." The word 
may be abbreviated sometimes in the address, but 
never in the salutation. Complimentary close : " I 
have the honor to be [or, to remain]. Major [or, 
Sir], your most obedient servant." Superscription : 

" Major A B ^ Fourth Infantry, U. S. A." 

See General. 

Major-General. See General, 

Marchioness. Salutation: ''Madam," ''My 
Lady," "May it please your Ladyship." Compli- 
mentary close : " I have the honor to be your Lady- 
ship's most faithful and obedient servant " ; or some 
similar form that will correspond to the salutation. 
Superscription : " To the Most Honorable the Mar- 
chioness of A ." 

Marg^in, the Left. A space of about three 
quarters of an inch should always be left on the left- 
hand edge of a letter-page. This is called the Left 
Margin, or left-margin space. When the paper is 
below the usual size the margin may be less than 
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three quarters of an inch. In note-paper it should 
be less than half an inch. 

Marquess. Salutation : " My Lord," " My Lord 
Marquess," ** May it please your Lordship." Com- 
plimentary close: "I have the honor to be your 
Lordship's most obedient, humble servant." Super- 
scription: "To the Most Noble the Marquess of 



The form Marquis was very general until within 
the present generation ; but it is now almost entirely 
superseded by Marquess. 

With the oldest sons of Dukes, Marquesses, and 
Earls, the epistolary forms are the same as with Earls ; 
and with their wives as with Countesses. For the 
daughters of Marquesses, see Duke. 

Marquis. See Marquess. 

Marshal. See Field-Marshal. 

Master. See Mister. 

Master of the Rolls. Salutation : " Sir." Com- 
plimentary close : " I have the honor to be. Sir, your 
most obedient, humble servant." Superscription : 

" To the Honorable, Sir A B y Master of the 

Rolls." 

Materials. These are paper, envelopes, ink, 
pens, sealing-wax, wafers. 

See these items separate. 

Mayor. In America generally a Mayor is ad- 
dressed as Honorable ; usually abbreviated Hon. 
Salutation : " Sir," " Your Honor," etc. Compliment- 
ary close : " I have the honor to be [or, to remain] 
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your Honor's obedient servant" Superscription : 
" To the Hon. A B , Mayor of C y 

The Lord Mayor of London, of Dublin, and of 
York, and the Provost of Edinburgh (during life) 
are to be addressed in accordance with their high 
rank. Salutation : " My Lord," " May it please your 
Lordship," etc. Complimentary close : " I have the 
honor to be your Lordship's obedient servant." 

Superscription : " To the Right Honorable A 

B , Lord Mayor of L ^," " To the Right Hon- 
orable C D , Lord Provost of Edinburgh." 

The Provosts of other towns in Scotland are styled 
Honorable merely. The Mayors of all cities, except 
as above, and the Sheriffs, Aldermen, and the Re- 
corder of London, are addressed as Right Worship- 
ful ; and the Aldermen and Recorders of other 
corporations and the Justices of the Peace, Worship- 
ful. 

Memorial. See Legislature. 

Mesdames. The permanent contraction of 
this word is Mmes. It is the plural of the French 
Madame^ and is used in English as the plural of 
Mistress (Mrs.) ; just as Messieurs (Messrs.), the 
plural of the French Monsieur^ is used — a perma- 
nent contraction also— as the plural of the English 
"Mister" (Mr.). 

Any number of spinsters associated in a business 
firm, in a committee, or in any other co-operative 
body, should be addressed, in address and super- 
scription, with the pre-title of "Misses"; but if any 
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one of them rejoices in the title of Mrs., then the 
pre-title of the body must be Mmes. 

The salutation, both oral and written, in any case 
— spinsters or not — should be " Ladies'* That is to 

say, if Mrs. A and another woman or other 

women, acting together in a firm or other collective 
capacity, are to be addressed, the pre-title must be 
Mmes. ; and the salutation, '' Ladies." In like man- 
ner, if Mr. A and another man or other men, 

acting as a firm or other collective body, are to be 
addressed, the pre-title should be Messrs,^ and 
the salutation, " Gentlemen," or " Sirs." See Mis- 
tress. 

When Mrs. A and Mr. B are associated 

in a firm or otherwise as a body plural, the 
grammatical rule of genders demands the pre-title 
"Messrs." while the societal order would seem to 
call for "Mmes."; both being essentially incorrect, 
and neither satisfactory. 

Messrs. See Sir. 

Midshipman. The students at the United 
States Naval Academy at Annapolis rank with 
cadets or students at the West Point United States 
Military Academy. They have no official rank. 

Minister (diplomate). See Ambassador. 

Minister of the Gospel. See Clergyman. 

Minister Resident. See Ambassador. 

Miss. The pre-title of a girl or a spinster. Its 
use begins from infancy — almost as soon as the sex 
is distinguishable. In youth its masculine is " Mas- 
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ter," and in adult age " Mister " (Mr.). It belongs 
to all ages and all classes. It is a derivative by con- 
traction of "Mistress," the feminine of "Mister." 
In Shakespeare's day the word " Miss " was un- 
known. An unmarried woman was at that time 
called "Mistress." The Merry Wives of Windsor 
appeared in 1602 ; and in that, Anne Page, a spin- 
ster, is spoken of and to as " Mistress Anne Page." 
Sixty years later, the word "Miss" — then spelled 
" Misse " — first appeared, in Evelyn's Diary ^ 9 Jan- 
uary, 1662 ; but then in a disreputable sense. A 
certain young person is there spoken of as " being 
taken for the Earle of Oxford's Misse^ as at that 
time they began to call lewd women." Singularly 
enough, that sense to-day sometimes goes to the 
original word — mistress. In a proper and courteous 
sense — the sense of to-day — the word Miss first ap- 
peared near the end of the seventeenth century. In 
Congreve's Love for Love^ which appeared in 1695, 
we find "Miss Prue," the school-girl daughter of 
Mr. Foresight, the mad astrologer, as one of the 
characters. This is, we believe, the earliest use of 
the word in that sense in our literature. It is, ac- 
cordingly, nearly two hundred years old. But " Mis- 
tress" and "Mrs." for spinsters remained in use 
long after the introduction of " Miss." As late as 
the days of the second George — 1727 to 1760 — un- 
married women were usually styled " Mrs."; as, Mrs. 
Lepel, Mrs. Bellenden, and Mrs. Blount — all un- 
married. Pope's letters of that period show this 
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abundantly. And to-day in England an elderly 
spinster is frequently called " Mrs." 

The title " Miss," in its adjectival use, is now a 
prefix — a pre-title — merely, and can not be used as 
an independent appellative. As a common noun the 
use of the word is general. It must be admitted that 
the English language — in most respects the best 
spoken — is defective in this matter. It has an inde- 
pendent appellative for every other condition of life ; 
but none for a spinster. We may say and write 
** Sir " alone, and " Madame," and " General," and 
hundreds of other such independent appellatives; 
but not " Miss." " Mr." has its correspondent " Sir," 
as '*Mrs," has its "Madam"; but "Miss" and 
" Master " have none. Almost every other living 
language has something. In addressing a spinster 
one must know either her given name or her sur- 
name ; and with these one may say " Miss Mary " or 
"Miss Smith." It is equally stupid to address a 
spinster as ** Miss " alone as it is to accost a man as 
" Mister " in the same way. Both are uncouth. 

In writing to strangers a woman should, in her 
signature, indicate not only her sex but also whether 
she is a "Miss "or a "Mrs." 

Mister. The contraction is " Mr.," and it rarely 
appears in any other form. It was always a pre- 
title^and can not be used apart from the name. 
When the occasion arises to use the appellative inde- 
pendent and (not knowing the name) alone, we use 
" Sir." " Mr." is the most common of all the titular 



Digitized 



by Google 



66 THE CORRESPONDENT, 

appellatives applied to man. It is respectful, but it 
lacks distinction. It may be — and on occasion 
should be — used in almost every part of a letter ; 
but the superscription and the address are the im- 
portant points, the use in both being exactly the 
same. The importance of " Mr." in such use lies in its 
relations to and differences from *' Esquire *' ; and 
these relations and differences are far more complex 
and confusing in the United States than they are in 
Great Britain, and for the reason that the lines of 
distinction there are somewhat closely drawn, while 
here they are not. In this country " Mr." has better 
standing than it has in the mother-country, and the 
frequent ignorance of the social status — ^and the oc- 
casional absence of all social status — of our corre- 
spondents render the safer title " Mr." of more con- 
stant use, as an epistolary title at least. As a pre-title 
in the address of letters, it is fair to say, " Mr." has 
far more respect shown it in America than it has in 
England. Here, at least, it conveys no sharp sugges- 
tion of reproach, as it may do there. In this country 
" Mr." is of far wider use, and very few Americans 
have the leisure to be vexed at so small a matter as 
that of being mistered, on letters or elsewhere. Still, 
" Esquire " is generally felt to be a higher title, and 
altogether a more desirable one where there is any 
feeling or room for feeling in the matter. The Eng- 
lishman that puts " Mr." — as well-nigh every un- 
titled Englishman does — ^before his name on his 
visiting-card, would be mortally offended if any cor- 
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respondent were to put the same in the superscrip- 
tion or in the address of a letter to him. He styles 
himself "Mr.," but everybody else must call him 
" Esquire." In America, as in England, the proper 
epistolary title of a gentleman is "Esquire"; and 
" Mr." should be used only in business correspond- 
ence, and then only when the party addressed is not 
known to be entitled to " Esquire." 

The plural of " Mr."— and of " Esquire " as well, 
as to titular use — ^is " Messrs." ; a contraction of the 
French Messieurs^ gentlemen. See Esquire and Mes- 
dames. 

In conversation, as a designative title, "Mr." has 
far better standing in England than in the United 
States generally ; and, in America, better in the 
South than in the North. In the South, professors 
are far oftener in conversation addressed and spoken 
of as " Mr." than they are in the North. It is, in 
fact, not universal in the former section to use Pro- 
fessor — to even a bona fide professor — as it is in the 
latter. 

The word is derived from the Latin magister — 
from magis, as in magnus — successively Maister^ 
Mastery Mister. On the title-page of the first folio 
edition of Shakespeare, published in 1623, the con- 
traction " Mr." appears, probably for the first time ; 
but doubtless it was itdA Master at that date. "Mis- 
ter " is of relatively recent origin — later than Shake- 
speare, that is to say. The word has lost its original 
meaning for the most part. It no longer conveys an 
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idea of superior or ruler, and often conveys one of 
very scant respect. This degradation is the work 
mainly of the present century, and other languages 
have had the same experience with their Monsieur^ 
SenoTy SenhoTy Stgnore^ Herr^ and so on. Even the 
lordly Dan — ^in Latin domnus — graces a beggar's 
name as well as a king's. 

At first " Master " was applied to persons of any 
age, and rather to seniors. To-day, however, a Mas- 
ter' is a youth, a teacher, a head mechanic, or a slave- 
owner. 

The word is, as above stated, from magister^ 
whence comes also majesty; and hence it is when 
the many began to feel themselves to be sovereign, 
the many made themselves a title equal to the 
" Majesty " used by royalty, and that title is Mister. 
Monsieur Citoyen is — a — ^king, behind the Barri- 
cades ! 

** Mister," as a part of a compound pre-title, has 
a very wide range of application. We say, Mr. 
President, Mr. Speaker, Mr. Chairman, Mr. Secre- 
tary, Mr. Chief- Justice, Mr. Vice-President, Mr. 
Justice, Mr. Minister, Mr. Senator, Mr. Editor, The 
Honorable Mr., The Reverend Mr. ; and so on and 
so on. See Esquire^ Sir^ Mistress^ Miss. 

Mistress. The pre-title of a married woman. 
It is almost always used in abbreviated form — 
" Mrs." — and is pronounced misses. It corresponds 
very closely to " Mister." See Mister, It was de- 
rived from Mister^ after that word bad grown out of 
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Master ; otherwise the corresponding form of Master 
would have been Masteress or Mastress. It has to- 
day one sinister meaning that is identical with the 
sinister meaning of " Miss." See Miss, 

The use of " Mrs." with the family name is gen- 
erally well understood. There is diversity of usage, 
however, as to coupling it with a husband's titles ; 

as in " Mrs. General A ," " Mrs. Senator B ," 

and the like. This use is convenient, but question- 
able. The places, if any, where it may be used with 
propriety are few. 

There has been hitherto very little use — ^very 
limited demand, they would say in trade — for a plu- 
ral of this title. But in recent times, when women 
are engaging freely in business pursuits, and are con- 
sequently forming firms, the necessity for a plural is 
arising. Mrs. A and Mrs. B form a busi- 
ness partnership, and " Mrs. A & Mrs. B " 

would not do. It would be no better than " Mr. 

C^ & Mr, D " would be. What is to be done ? 

Exactly what was done in the case of the men by 
our grandfathers — ^we are going to the French. And 
there we find the plural " Mesdames." We take the 
abbreviated form — " Mmes." — and the two associated 

women are addressed as " Mmes. A & B ." 

See Mesdames. 

In writing to strangers, a woman should in some 
way, in her signature, indicate not only her sex but 
also whether she is Miss or Mrs. If she do not, she 
should be addressed in reply as " Mr." 
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Mitred Abbot. Salutation : *' Right Reverend 

Abbot A ;' "Right Reverend Father," "Right 

Revered Father Abbot," or, personally, " Right Rev- 
erend and Dear Sir." Complimentary close : " I re- 
main, Right Reverend Sir, your obedient servant " ; 
or, by a Monk or similar party, " Begging your bless- 
ing, Right Reverend and Dear Father, I remain, as 
ever, your dutiful son." Superscription: "To the 

Right Reverend Abbot B ^ C Abbey," or, 

" To the Right Reverend A B (initials of 

order), Abbot of D ." 

Money-Orden The post-office regulations are 
to this effect : The limit of a single money-order 
payable in the United States is fifty dollars, but three 
money-orders, each for this amount, making in all 
one hundred and fifty dollars, can be sent in one 
day. There is no limit to the amount in the inter- 
national business, but a single order must not exceed 
fifty dollars. 

Monk. These and other ecclesiastics of like 
order usually sign themselves " Brothers " ; and in 
reply they should be so addressed. See Brother, 

Monograms. Monograms, as connected with 
stationery, come incidentally but not directly within 
our purview. When used at all, they should be clear 
and neat — following some system of solution, and 
not a jumble of letters. The leading letter may be 
the strongest. Perhaps the best order is the first 
letter the smallest and feeblest, the second larger and 
stronger, and the surname -letter the largest and 
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Strongest. An unintelligible or illegible jumble for 
a monogram is vulgar, whether in colors or lines. 
Colors should not be conspicuous nor glaring. 

Monsignor. This title in English follows the 
Italian Monsignore and the French MonseigneuTj 
and is originally Italian, compounded of mon and 
signore — my lord. It is of somewhat infrequent oc- 
currence, and is conferred by the Pope upon emi- 
nent divines for special reasons. It corresponds, in 
most respects, to the brevet military titles. It ranks 
next below a Bishop. As an honorary title it takes 
precedence of the other title or titles held by the 
individual, and, in addressing him, we are always 
safe in using this title to the exclusion of all the 
others. It was conferred on him because it was 
greater than his existing titles. 

The salutation may be "Right Reverend Sir," 
" Right Reverend Monsignor," or simply *' Monsig- 
nor." Complimentary close : *' I have the honor to 
be, Right Reverend Sir, your obedient servant." 
Superscription : " To the Right Reverend Monsignor 
B y' etc. 

Monsignors of inferior degree are addressed in 
salutation as " Very Reverend Monsignor." Com- 
plimentary close : " I have the honor to be. Very 
Reverend Sir, your obedient servant." Superscrip- 
tion : " To the Very Reverend Monsignor A 

B [or, B 1" 

There are three grades of this rank — the Partici- 
pant!, and these remain at Rome ; the Prothonota- 
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ries ; and the Domestic Prelates. All have the title 
of Right Reverend. 

Most Eminent. A titular form used in ad- 
dressing a Cardinal. See Cardinal. 

Most Reverend. Belongs to an Archbishop. 
See Archbishop. 

Mother Superior. The same principles apply 
here as are stated under Nun^ except that the terms 
should be more respectful, if possible. If she sign 
a letter " The Mother Superior," the answer to it 
should be made to that as the name in the address. 

If the signature is " A ^ Mother Superior," the 

address should be ''Mother A ^ Superior of 

B ." It is entirely proper to address a woman 

at the head of a religious order, such as the Sisters 
of Charity, as " Reverend " ; say, " The Reverend 
Mother Superior," " The Reverend Prioress," " The 
Reverend Mother Abbess," and so on, according to 
her office. A Mother Superior uses her names, both 
religious and family, only in her intercourse with the 
outside world ; her offices, to her cloistered world. 

Name. A part of the address — the inside ad- 
dress and the superscription alike — of a letter. It 
should, with ordinary title, all be on one line ; as, 

'* Mr. A B ;* or " C D , Esq." We 

should in general accept a correspondent's signature 
as his name, although we can not always do so ; but 
the form of the signature authorizes the use of the 
same in reply. If Mr. J. Fred Smith puts no period 
after the " Fred " it is fair, in replying to his letter, 



Digitized 



by Google 



THE CORRESPONDENT. 



75 



to put none, notwithstanding the fact that we may 
suppose " Fred " to be an abbreviation of Frederic. 
We have no right to put such period where the 
writer puts none, for the reason that by so doing we 
make a personal criticism, and proceed upon an as- 
sumption that may be offensive to Mr. Smith, unless 
he is an ignoramus, and that is always an unsafe as- 
sumption to proceed upon. If true, it will for that 
reason probably be more offensive to him. 

Navy. Officers of the Navy of the United States 
rank as follows: Admiral, Vice- Admiral, Rear- Ad- 
miral, Commodore, Captain, Commander, Lieuten- 
ant-Commander, Lieutenant, Master, Ensign. See 
Admiral, 

Nickname. See Abbreviation, 

Nota Bene. Is Latin. Anglice, "Note spe- 
cially." The abbreviation is N. B. — the usual and 
almost universal form in use. Like the postscript, it 
follows the completed letter ; that is, comes below 
both the signature and the address, and may come 
before or after the postscript ; that is, it may rhetori- 
cally qualify either the letter or the postscript. Like 
the latter, again, it has two leading uses. The first 
and obvious one is to call special attention to a point 
or a view of the matter that the writer thinks his 
correspondent may by inadvertence fail to appre- 
ciate or to give its due weight to. The other use is 
to conceal, at first blush at least, in its apparent em- 
phasis, the real object of the letter ; thus letting the 
real object work its w^y gradually-^percolate, as it 
7 
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were — ^into the correspondent's mind. The real ob- 
ject, in such case, must be a matter alien to the sub- 
ject of the Nota Bene. This device, as in the case 
of the postscript, is one of diplomacy, as well per- 
sonal as professional, and belongs to the domain of 
Rhetoric. 

A Nota Bene may have a postscript, as a post- 
script in any of its multiplied forms may have, but 
should never have, a Nota Bene. 

NuiL In correspondence with the outside world 
the Nun, of whatever order or sbterhood she may 
be, signs her church name, and in writing to her we 
should address her by the same. The churchman 
will use whatever terms and forms his relations de- 
mand. The layman will generally use terms appro- 
priate to ladies in the world. The salutation, in such 
cases, may be " Madam," or " Dear Madam " ; the 
complimentary close, " I have the honor to be yours 
with respect," "Very respectfully yours," or some- 
thing of that sort ; and the superscription, *' Sister 

A " ; or, if a full or family name has been signed, 

" Miss A B ," etc. 

Official Letters. As common sense suggests, 
and as the usage in our country is fast coming to 
illustrate, it is better tp address the office than the 
officer. In the General Government — both civil and 
military— many letters are now so addressed. Such 
as-^"To the General commanding the Armies of 

the United States," rather than " To General A 

B--— , Washington, D. C"; and this for the ob- 
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vious reason that the oiSice is pennanent, while A 

B is not ; and A B may be absent, so 

that the letter might by mistake for a personal one 
be forwarded to some distant point, thus delaying 
business. But the matter rests on a higher basis — it 
is the office primarily that represents and constitutes 
the power. There is a tang of demagoguery, too, in 
personalizing offices that ought to be discouraged, 
but which, unfortunately, is likely, and for its very 
worst features, to be encouraged and extended. 

Orders of Nobility. See Duke. 

Orders, Religious. Several Catholic religious 
orders have initials of their Latin names, and these 
are frequently used as post-titles by the clergy of 
that church. The most common of these are : 

Cap.^ or O. M, C. — Capucinus, or Ordinis Mino- 
rum Capucinorum, popularly known as the Capu- 
chins. 

O. Cist — Ordinis Cisterciensis, the Cistercians. 

O. M. C— See Cap. 

O. -P., or O, S. D. — Ordinis Praedicatorum, or 
Ordinis Sancti Dominici, the Dominicans. 

O. S. A. — Ordinis Sancti Augustini, the Augus- 
tinians. 

O. S. B. — Ordinis Sancti Benedict!, the Bene- 
dictines. 

O. S. Z>.— See O. P. 

O. S, F. — Ordinis Sancti Francisci, the Francis- 
cans. 

S. J. — Societatis Jesu, the Jesuits. 
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Paper. Perhaps more than half of general cor- 
respondence to-day is written on note-paper, but 
technically a letter is an epistle written on letter- 
paper, and a note one written on note-paper. The 
paper should be, whether letter or note, the best 
that the writer can afiFord. Let it be white, or with 
the faintest tinge possible of blue or cream, but a 
dead white has some advantages. The ink, espe- 
cially black ink — and none other should ever be 
used — shows more distinctly on white than on any 
color. The matters of ruling, weight, size, and shape 
belong largely to the domain of personal taste ; but 
good taste eschews the eccentric in this as in all 
other things. Something, however, must be con- 
ceded to prevailing styles, but the bizarre is essen- 
tially vulgar ; and what is called fashion should 
never be permitted to overrule cultivated taste. To 
snatch up a novelty in stationery merely because it 
is new proves a lack of character and a feebleness 
that make cultivated taste out of the question. Gilt- 
edge and rough-edge are in questionable taste, 
while fanciful and fantastic figures and flashy colors 
are unquestionably vulgar. 

Parliament* See Lords^ House of^ and Com- 
monsy House of. 

Parson. See Clergyman. 

Pastor. See Clergyman, 

Patriarch. A dignitary of the Roman Catholic 
Church, ranking an Archbishop. The epistolary and 
titular forms for the two are the same, the official 
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titles — Patriarch and Archbishop — ^being used re- 
spectively. The pre-title of both is Most Reverend. 
See Archbishop. 

Paulo - postscript. Faulo adds to the word 
postscript the idea of later than; and Paulo-post- 
script means /W/ after the postscript^ and is equivalent 
to a second postscript, or a postscript No. 2. The 
abbreviation — and it is almost always used in abbre- 
viation — is P. P. S. It is a second postscript to the 
letter, or a postscript to the postscript ; sometimes 
the one, sometimes the other. If the P. S. is objec- 
tionable on principle, then the P. P. S. is doubly so, 
and the P. P. P. S. trebly so. The signature to these 
should be merely the initials of the writer. 

Pens. The writer must select his pen to suit 
his muscular movement. A gold pen is better than 
a steel one, for the reason that it continues very 
much the same through months of writing, whereas 
the steel pen changes in flexibility, sharpness, and 
touch, with every hour's use. The old-fashioned 
quill, now almost out of use, has some advantages, 
but so many disadvantages that it can not compare 
with a well-selected gold pen of the first quality. 
The use of the quill requires some skill in mending, 
and that we have no time for now. 

Period. See Punctuation. 

Petition. See Board of Education^ Congress^ 
Courts and Legislature. 

Physician. The address and superscription 
should be " Dr. A B— 
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stances — such as occasions that call for a form to 
distinguish the party from some other doctor — it 

should be "A B , M. D.," etc. The author 

of How to Write Letters authorizes " A B y 

Esq., M. D." ; but the form seems hardly necessary. 
It is English, however. 

Place. A part of the date of a letter, giving 
the locality of the writer, and also of the address, 
both inside and superscription, giving the place 
where the letter is to be delivered. The two call 
for the same points, and in the same order. In 
domestic letters the place embraces by law these 
three : the post-office, the county, and the State ; 
and they should be always in that order. See 
Date. 

In cities, where letters are delivered by carriers, 
it is necessary to give the number of the street also ; 
and it is often important, in large business houses, 
to add to these the number of the room occupied by 
the party addressed. See Address. In general, it is 
better to err in the direction of giving too many 
than of giving too few points in the place. In Eng- 
lish, especially in London, addresses, the complexity 
is sometimes very great. 

Plenipotentiary. See Ambassador. 

Pope. Salutation : " Most Holy Father," " Your 
Holiness." Complimentary close : " Prostrate at 
the feet of your Holiness, and begging the Apos- 
tolic Benediction, I protest myself now and at all 
times to be, of your Holiness, the most obedient son 
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[or daughter]." This, of course, for Catholics only. — 
Prof. Westlake. Superscription : " To our Most 

Holy Father, Pope A ^," or " To his Holiness, 

Pope A :' 

In Letters to the Pope^ Professor Westlake — an 
excellent authority on Catholic forms — says : ** The 
salutation must stand alone upon one line at the top 
of the page ; the body of the letter occupies the 
middle portion of the page, and the place of writing 
and date are put at the bottom, near the left edge. 
A certain vacant space should be left between the 
salutation and. the beginning of the letter, an equal 
space between the complimentary close and the sig- 
nature, and a less space between the end of the letter 
and the complimentary close. By reason of these 
requirements, note-paper, or any small form of let- 
X "* ter-paper, should never be used for this purpose. 

The same requirements must be observed in writ- ' 
ing to Cardinals and other high ecclesiastics in 
all parts of Italy — at least, when writing in any- 
thing like a formal or official manner — except 
that the spaces diminish with the rank of the dig- 
nitaries." 

In regard to the elaborate complimentary close, 
it will be observed that the form given must occupy 
several lines ; and, in this case, as in all similar ones, 
the first word of every line must begin with a capital 
letter, no matter what the word may be. This is 
true of all plural-lined forms, whether complimentary 
close or long-drawn titles. 
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Postal-Card. The superscription of a postal- 
card — in England and Canada they are called posU 
cards — ^is of course the same as that of a letter. On 
the other side should be the date in full — ^time and 
place of writing — the body of the note, and the sig- 
nature. There is no need of salutation nor of com- 
plimentary close. The informality of such a missive 
does not harmonize with phrases of mere courtesy, 
and the economy that resorts to cards need not waste 
time and two lines on mere civilities. The signa- 
ture may be, according to circumstances, the full 
name, the initials, or a sign. The post-office au- 
thorities rule that *' postal-cards bearing on their face 
or address side any message or part of a message, or 
any writing or printing other than is necessary to 
secure their proper delivery, are held to be unmail- 
able, and will be returned to the senders." 

Postal Union. The rates of postage to the 
following countries, which, with the United States 
and Canada, compose the Universal Postal Union — 
Union Fostdle Universelle — ^are as follows : On let- 
ters, five cents for each half ounce or fraction there- 
of ; prepayment optional On newspapers and other 
printed matter (including books, pamphlets, com- 
mercial papers, photographs, sheet music, maps, en- 
gravings, deeds, legal papers, and all documents 
wholly or partly in writing, and not in the nature of 
personal correspondence), and on samples of mer- 
chandise, one cent for each two ounces or fraction 
thereof. 
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Argentine Republic, 

Austria^Hungary, 

Bahamas, 

Barbadoes, 

Belgium, 

Bermudas, 

Brazil, 

British Colonies, West Coast of 

Africa, and West Indies, 
British Guiana, 
British Honduras, 
British India, 
Bulgaria, 
Ceylon, 
Chili, 
Denmark, 
Dominica, 
Dutch Colonies, 
Ecuador, 
Egypt, 

Falkland Islands, 
France (and Algeria), 
French Colonies, 
Germany, 

Great Britain and Ireland, 
Greece, 
Greenland, 
Guatemala, 
Hayti, 
Holland, 
Honduras, 



Hong Kong, 

Italy, 

Jamaica, 

Japan, 

Labuan, 

Liberia, 

Mauritius, 

Mexico, 

Montenegro, 

Newfoundland, 

Nicaragua, 

Norway, 

Paraguay, 

Persia, 

Peru, 

Portugal and Colonies, 

Roumania, 

Russia, 

Salvador, 

Sandwich Islands, 

Servia, 

Spain and Colonies, 

Straits Settlements, 

Sweden, 

Switzerland, 

Trinidad, 

Turkey, 

Uruguay, 

United States of Colombia, 

Venezuela. 



To Canada (including Nova Scotia, New Bruns- 
wick, Manitoba, and Prince Edward Island) : Let- 
ters, two cents for each half ounce or fraction thereof ; 
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transient newspapers and other printed matter, one 
cent for each two ounces or fraction thereof ; second- 
class matter, same as in the United States ; samples 
of merchandise (no dutiable articles or articles of 
intrinsic value admitted), ten cents for each pack- 
age, which must not exceed eight ounces in weight — 
prepayment compulsory. 

To Australia (except New South Wales, Queens- 
land, and Victoria), via San Francisco : On letters, 
five cents for each half ounce or fraction thereof ; 
on newspapers, two cents each — prepayment com- 
pulsory. 

Limits of size and weight : Packages of samples 
of merchandise to the countries named above (ex- 
cept Great Britain, France, Belgium, and Switzer- 
land) must not exceed eight and three quarter 
ounces in weight, nor measure more than eight inches 
in length, four inches in breadth, and two inches in 
depth ; and packages of printed matter must not 
exceed four pounds six ounces in weight Packages 
of merchandise samples to Great Britain, France, 
Belgium, and Switzerland, are limited to twelve 
ounces in weight, twelve inches in length, eight 
inches in width, and four inches in depth. Packages 
of printed matter to Germany and Great Britain are 
limited to two feet in length and one foot in each 
other dimension. 

Postmaster-General. See Cabinet Officer, 

Post-Office. This occurs three times in a com- 
plete letter — in the date, in the address, and in the 
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superscription, as a part of each. The United 
States law requires in the superscription three points 
— the post-office, the county, and the State ; and 
they should be invariably in that order. See Date, 
The postal service does not insist upon the county, 
but the law recites it as a necessary part of the su- 
perscription. In some cases it is possible to make the 
place of an address clearer by adding a word or two 
to the post-office ; as, when the county is unknown, 
it is not altogether absurd to add some well-known 
designation ; as, " Stapleton (S. I.), New York," or 
"Roslyn (L. I.), New York," where Staten Island 
and Long Island are well known while the counties 
in which they are may not be. Such special direc- 
tions should always be put in brackets, to indicate 
that they are not a part of the address proper. 

Post-Oifice Box. The proper place on the en- 
velope for this part of the address is in its order — 
first after the name. In cases, however, where there 
are four lines or more in the superscription without 
this, it may be put, in small hand, at the bottom on 
the left. 

It is forbidden by the Regulations of the Post- 
Office Department to give to any person information 
concerning the mail-matter of another, or to disclose 
the name of a box-holder at a post-office. 

Post-paulo-postscript. Is a third postscript 
to a letter, as paulo-postscript is the second, q. v. 
Its abbreviation is P. P. P. S. See Postscript The 
signature should be initials only. 
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Postscript. In Latin postscriptum, and is al- 
most universally abbreviated P. S. Its place is after 
the completed letter ; that is, below both the signa- 
ture and the address. The P. S. should begin as 
does a paragraph— one space from the left margin- 
space. This space should be in letter-paper about 
three quarters of an inch. See Margin^ Left, The 
ordinary and obvious use of the postscript is to add 
some after-thought to the letter. It may, however, 
be, and frequently is, used for emphasis ; and this 
use in cases of diplomacy, domestic as well as in- 
ternational, is often very effective. An illustration : 
A commonplace letter upon some indifferent sub- 
ject is written to make the occasion of bringing in a 
point that could not be brought in by itself — could 
not be made the main subject of a letter ; and hav- 
ing the occasion — ^the opportunity at least — in the 
pointless letter, the real point may be made to ap- 
pear to be an after-thought, and thus strike home 
with telling effect. The signature to a postscript 
should be the initials merely of the writer. 

These additional after-writings may be indicated 
and arranged with their abbreviations : 

P. S. — Postscript, as above. 

P. P. S. — Paulo-postscript. 

P. P. P. S. — Post-paulo-postscript ; and this is 
quite far enough ; or, perhaps, a better designation 
would be : 

P. S.— Postscript. 

2d P. S. 
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3d P. S. ; and so on. 

It is clear, however, that when more than one 
are called for — except for humorous effects — the 
writer owes it to himself to rewrite his letter. 

In general, postscripts — even one — should be 
avoided if possible. They are, as far as they have 
suggestive meanings at all, disrespectful ; and they 
should therefore never be used in writing to officials, 
nor to superiors of any kind, especially of age. A 
postscript is an impertinence. Business, that knows 
very little of personal respect, finds occasional need 
of them ; and they should be freely used when so 
necessary. 

The Nota Bene may have its postscript the same 
as a letter, although the propriety of one is one re- 
move more questionable and one degree more repre- 
hensible and vulgar. 

Post-title. This is a title that follows the name 
of the person having it ; such as " Esq.," ** M. D.," 
and " D. D." See Abbreviations and Orders^ Religious. 
There are some pre-titles that on occasion must fol- 
low the name, generally in signatures and in descrip- 
tive mentions, but sometimes in addresses. Such 

are "A :B ^, General U. S. A.," or "To the 

Reverend Doctor C , Dean of D ." These, 

however, are not post-titles, but pre-titles in excep- 
tional use. See Title. 

Preacher. See Clergyman. 

Prelate. The Roman Prelates— Apostolic Pro- 

thonotaries and Domestic Prelates — are styled Right 
8 
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Reverend, and are generally addressed as Right 
Reverend Monsignor. Salutation : " Right Reverend 
Sir," "Right Reverend Monsignor"; or, less for- 
mally — or, rather, not formally — " Monsignor," or 
"Right Reverend and Dear Sir." Complimentary 
close : " Right Reverend Sir, your most obedient 
servant"; or, informally, "My Dear Monsignor, 
your friend and servant." Superscription : " To 

the Right Reverend Monsignor B ," etc. " To 

the Right Reverend Monsignor A B ^i 

Prothonotary Apostolic," or " To the Right Rever- 
end A B ^ Domestic Prelate of His Holi- 
ness." 

Present. Some years ago " Present " was usu- 
ally written on the envelope of formal letters deliv- 
ered by messenger ; but the French " En Ville " has 
driven it almost entirely out of use. Mrs. Dahlgren, 
in her " Etiquette of Social Life in Washington," 
says that in that city Present " is now quite obso- 
lete, except as confined to communications of a busi- 
ness nature, such as bills sent." 

President. The President of the United States 
is addressed, in epistolary salutation, as " Sir " and 
" Mr. President." Complimentary close : " I have 
the honor to subscribe myself, most respectfully, your 
obedient servant," or any other perfectly respect- 
ful formal closing. Superscription : " To His Ex- 
cellency the President of the United States," or, 
with republican - democratic simpleness, " To the 
President, Executive Mansion, Washington, D. C." 
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Mrs. Dahlgren suggests the former one. But there 
are, in fact, scores of forms in use. 

In the days of the first president it was custom- 
ary to write always, " To His Excellency, George 
Washington, President of the United States." That 
degree of formality fell rapidly into disuse, however, 
and is very rarely seen on letters received at the 
White House to-day, and it has not been frequent 
for the last fifty years. In conversation, the Chief 
Magistrate is usually addressed as " Sir," or as " Mr. 
President," although one sometimes hears "Your 
Excellency," but this mainly from gentlemen of the 
old school, from foreigners, or from office-seekers of 
the effusive variety. Mrs. Dahlgren does not men- 
tion ** Sir " as permissible, and we are left to infer 
that that excellent authority on such matters regards 
it as not exactly proper ; but we have heard it used 
in the Executive Mansion. 

President of a Board. The President of a 
Company, of a Board of Directors, or of Commis- 
sioners, or the like, should be addressed ** To A 

B ^ Esq., President of ^," etc. 

President of a College. When he has no 
other office or degree, he may be addressed as 

" Prof. A B , President of C College," 

etc. Salutation: "Sir," or "Dear Sir." Compli- 
mentary close should correspond to the saluta- 
tion ; as, " I beg to remain, very respectfully yours," 
etc. 

Pre-title. This is a title that precedes the name 
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of the person to whom it belongs ; such as " Mr.," 
" Mrs.," " Colonel," " Dr.," and so on. See TiUe. 

Priest. See Clergyman. 

Prince. Salutation : " Sir," " May it please your 
Royal Highness." Complimentary close : '* I have 
the honor to be, Sir, your obedient servant " ; or any 
form that corresponds to the salutation. Superscrip- 
tion : " To His Royal Highness the Prince of .'' 

Prince-Consort. The salutation due to this 
somewhat anomalous functionary is ''Sir." The 
complimentary close : " I have the honor to be. 
Sir, your Royal Highness's most obedient humble 
servant." The superscription: "To Field-Marshal 

His Royal Highness the Prince A ^ K. G.," etc. 

See Field-Marshal. 

Prince of Wales. Salutation : " Sir," or '* May 
it please your Royal Highness." Complimentary 
close : ** I have the honor to be. Sir, your Royal High- 
ness'« most obedient servant." Superscription : " To 
His Royal Highness the Prince of Wales." 

Princess. Salutation : " Madam," or " May it 
please your Royal Highness." Complimentary close : 
" I have the honor to be, Madam, your most obe- 
dient and faithful servant " ; or, after ** Madam," one 
may insert, in place of " your," " your Royal High- 
ness's." Superscription : " To Her Royal Highness 
the Princess A ." 

Princess of Wales. See Princess. 

Prior. The next in rank to an abbot. The 
title is Reverend. 
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Prioress. Is entitled to the same titular appel- 
latives as an abbess. See Abbess. 

Privy Counselor. Salutation and compliment- 
ary close, the same as for gentlemen without office ; 
the superscription being " To the Right Honorable 

Professor. Usually abbreviated *' Prof." Salu- 
tation : " Sir," or " Dear Sir," as the case may be. 
Usage in America favors the use of " Dear Sir " in 
preference to " Sir," even to strangers. Compliment- 
ary close: ** Respectfully," "Very truly," and so 
on, to correspond to the salutation. Superscription : 

" Prof. A B ." When he has other degrees, 

these may be combined with the above ; thus, " Dr. 

A B , Prof, of C , D College," when 

he has the degree of M. D., D. D., etc. 

Prpthonotary, Apostolic See PrelaU. 

Provost. See Mayor. 

Punctuation. The points of punctuation need- 
ed in addresses — embracing date, salutation, compli- 
mentary close, signature, and superscription — are 
relatively few ; namely, the comma, the colon, the 
period, the dash, and the brace. The punctuation 
of each one of these is given also in place. 

I. Comma. This point is used to separate the 
several items, except the pre-titles and the names ; 
thus, " Colonel A B , (comma) Junior, (com- 
ma) 49 (the English almost always put a comma 
here, Americans very rarely do) Broadway, (comma) 
New York, (comma) N. Y." A comma may stand 
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between the body of the letter and the compliment- 
ary close, and should do so generally when the last 
sentence is not complete, or ends with " remain- 
mg. 

2. Colon. Is used conventionally after the salu- 
tation and after the complimentary close ; thus, 
" Dear Sir : " " Yours faithf uUy : " The reason for 
this length of pause after the salutation is that it 
separates that part from the body of the letter- 
separates two general divisions of the letter — ^and a 
comma is too brief and hurried. The rhetorical 
pause falls at this place, and adds time to the point 
properly written there ; so that, when we read a let- 
ter, the comma is not the pause we naturally make 
at that place. When, however, the letter or note is 
merely a colloquial sentence of a few words, then a 
comma is appropriate. But a letter generally con- 
sists of several sentences, and sometimes several para- 
graphs ; and hence there is more deliberation — more 
time — required than a comma expresses. 

3. Period. Is used after every abbreviated word 
and at the end of all the sentences. Illustrative 
examples of abbreviation are : " Mr." for Mister, 
" Hon." for Honorable, *' Esq." for Esquire, " LL.D." 
for Legum Doctor — the double L indicating the plu- 
ral in the same way that " pp." does as the abbre- 
viation of ** pages." This point of abbreviation must 
be used where called for, whether other points fall 
at the same place or not. Thus, " 10 Dec. (period), 
(comma) 1885 " ; and '' Is the Professor also a D. D. 
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(period) ? " When the initials of a well-known firm 
consisting of four or more names are used — as in 
business is often convenient and well enough in 
business — it is permissible to omit the commas where 
they fall with the periods of abbreviation ; as " S. B. 
J. & Co." may be written for " Smith, Brown, Jones 
& Co.," omitting the commas. 

4. Dash, Is to be used when the name of the 
party to whose care the letter is sent is inserted just 
after the name in the superscription ; thus : 

" Hon. A B , — (dash) 

Care of Mr. C D , — (dash) 

Columbus, 
Ohio." 
Some writers put a colon with Dash after the saluta- 
tion ; but that is suitable only in elaborate or formal 
and argumentative communications, when it may be 
used. 

5. Brace, Is used to connect and unify the in- 
side address when it is given at the close of the let- 
ter ; thus : 
A B , Esq., 

Boston, 
Mass. 
It may be a brace proper or a waved line ; as : 

Col. C D , 

Calvert St., 
Baltimore, 
Md, 
The use of the brace in this place is to unify the 
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address and thus separate it from the signature, the 
P. S., etc. 

Queen. The salutation due the Queen — ^there 
is but one Queen in the English-speaking world — ^is 
"Madam," or "May it please your Majesty," or 
"Most Gracious Sovereign," or something to that 
effect. The complimentary close of a letter to her 
may be, " I have the honor to be, with profound ven- 
eration, Madam, your Majesty's most faithful serv- 
ant." The divisions into lines should be gracefully 
arranged, and every line should begin with a capi- 
tal, whatever the word be. The superscription : 
"To the Queen's Most Excellent (or, Gracious) 
Majesty." In conversation, one may say, "Your 
Majesty " and " Madam." Relatively little formality 
hedges the Queen. 

Rabbi. In the Jewish Church Rabbi embraces 
all ordained ministers, and all are addressed as Rev- 
erend. See Clergyman, The Moreh Tsedek or 
teacher of righteousness, the Moranu or teacher, and 
the Moreh Moranu or teacher of teachers, are the 
Hebrew titles of the clergy of that National Church. 
— Westlake, Rabbi in Hebrew means " my master." 

Reader. In the Jewish Church this is a con- 
ductor of services, in rank lower than a Rabbi or 
teacher. His address is Reverend. See Reverend kh^ 
Clergyman, 

Rear- Admiral. This is the third officer of our 
Navy, and he commands a fleet or squadron. See 
Admiral. 



Digitized 



by Google 



THE CORRESPONDENT. 93 

Recorder. In this country the title is usually 
Esquire. See Mayor and Esquire. 

Rector. The address of Rectors does not differ 
from that of Clergymen in general, though the su- 
perscription should indicate the position held : " To 

the Reverend A B ^ Rector of C ." See 

Clergyman and Reverend. 

Reg^istration. Letters and packages can be 
registered at any post-office on payment of a fee of 
ten cents, which, with the full postage, must be pre- 
paid with postage-stamps. The name and address 
of the sender must be indorsed by him on each regis- 
tered letter or package. Mail-matter may be sent 
registered to any post-office in the United States, 
Canada, or in any of the countries of the ** Uni- 
versal Postal Union," and also to certain other for- 
eign countries. See Postal Union and Superscrip- 
tion. 

Religious Orders. See Orders^ Religious. 

Representative in Congress. Salutation: 
" Sir." Complimentary close : " I have the honor 
to be, sir, your most obedient servant." Superscrip- 
tion : " Honorable A B ^ United States Con- 
gress, Washington, D. C." ; and, when absent from 

the seat of Government, simply "Hon. A 

B ," etc. 

The proper address of the Speaker of the House 
is — salutation: "Sir," ''Mr. Speaker." Compli- 
mentary close : *' I have the honor to be, Sir, your 
most obedient servant,*' etc. Superscription : *' To 
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the Honorable the Speaker of the House of Repre- 
sentatives, Washington, D. C." 

The House as a body should be addressed — sal- 
utation : ** Honorable Sirs," ** May it please your 
Honorable Body." Superscription : " To the Hon- 
orable the House of Representatives of the United 
States in Congress assembled." 

In conversation the Representative is addressed 
as '' Mr." if he has no other well-known title, such 
as ** General," " Judge," or something of the kind ; 
and is usually introduced as " The Honorable Mr. 
A B , of C ." 

Return Directions. See Superscription, 

Reverend. This pre- title, generally abbreviated 
"Rev.," designates in general a clergyman of any 
church, and is accorded to all priests below the rank 
of Very Reverend and those in Priests' or Deacons' 
orders, Pastors, Rectors, Preachers of all kinds, 
Vicars, Curates, Priors, Rabbis, Readers, etc., etc. 
Abbesses and other women at the head of religious 
houses are entitled to this address. See Right Rev- 
erend^ Very Reverend^ and Most Reverend. 

Reverend Doctor. Belongs to a Doctor of 
Divinity; and is sometimes accorded as a personal 
courtesy to aged and learned divines that have not 
received the degree from any institution. Saluta- 
tion : " Sir," " Reverend Sir," " Reverend Doctor," 
** Reverend and Dear Sir." Complimentary close : 
" I have the honor to be. Reverend Sir, your obedi- 
ent servant." Superscription: "To the Reverend 
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Dr. A B — r"; or, though rarely, "To the 

Reverend A B , D. D." 

Right Honorable. A title that belongs to sev- 
eral offices in Great Britain, such as the Lord 
Chancellor, the Lord Chief -Justice of the Queen's 
Bench, the Lord Chief- Justice of the Common Pleas, 
the Lord Chief-Baron of the Exchequer. See Mayor. 

Right Reverend. Belongs to a Bishop, a 
Mitered Abbot, a Monsignor, an Apostolic Pro- 
thonotary, and a Domestic Prelate; and is usually 
accorded to an Abbot and an Abbess. Most Rev- 
erend is higher, and Very Reverend is lower. The 
Bishops of the Methodist Episcopal Church, Mr. 
Westlake states, prefer " Reverend " to " Right Rev- 
erend " for themselves. 

Right Worshipful. See Mayor. 

Salutation. This is the greeting at the begin- 
ning of a letter— the " Sir," the " Madam," the " My 
Dear Henry," and the like, with which it is usual 
to begin a letter. 

The place is immediately after the date, and 
should be one line-space below it, beginning within 
half an inch of the left margin of the page. Each 
separate word in it, excepting particles, should be- 
gin with a capital 

What the salutation shall be must be determined, 
of course, by the relation between the writer and the 
party addressed. Our most formal, private, or un- 
ofl&cial salutations are " Sir " and " Madam." These 
are almost impersonal, and belong to such parties as 
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we may wish to accost with civility. In the corre- 
spondence from Government offices, in Washington 
and elsewhere, these are the regular salutations used 
to persons without official titles, and to many with 
such titles. In like manner ''Sir" is the correct 
salutation to use in addressing the civil officials of 
the Government, both general and State, that have 
no special title inherent in the offices they hold. For 
official salutations, see the officers respectively in 
place. 

The most formal salutation of ** Sir " is the least 
personal of all. That, with a very slight degree of 
familiarity, becomes '' Dear Sir " ; and that, one step 
farther, warms into " My Dear Sir " ; and so the 
degrees continue. The same with "Madam," its 
feminine, and the rest. Beyond these is an infinite 
variety of forms that an infinite variety of relations 
warrant ; such as, " Dear Friend," " My Dear Old 
Friend," " Friend of Mine," " Friend of Other 
Days," " Dear Father," " My Dear Son," " Dear 
Old Boy," " Friend Tom," ** Friend Brown," and 
so on ad infinitum. 

Between intimate friends, of either sex, when the 
intimacy is thoroughly understood, the best saluta- 
tion is the absence of one. One may, and naturally 
will, begin a letter as he would begin a conversation, 
and the absence of a salutation is natural and sensi- 
ble, and therefore appropriate. It is at least in- 
finitely better than a slip-shod intimacy that delights 
in dashing off with " Hal, my Boy," "Well," "Dear 
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Ancient," and the like — affectations of easy famil- 
iarity that are unnatural ; and, whether natural or 
not, are essentially vulgar. The absence of a salu- 
tation has many advantages. 

The best rebuke for over-familiarity is over- 
formality in reply ; but even that is risky. Even a 
fool, however, is likely to understand it. 

Between firms the salutation should be ** Gentle- 
men," with, under special circumstances of rare oc- 
currence, " Dear Sirs " ; and the complimentary 
close — which must always correspond to the salu- 
tation — should be "Yours respectfully," or some- 
thing equivalent to it. 

Sealing-wax. See Wax. 

Sacred Heart, Ladies of the. See Zo^Vx of 
the Sacred Heart. 

Secretary of Legation. Esquire is the proper 
titular appellative. 

Secretary of State. See Cahinet Officer. 

Secretary of the Interior. See Cabinet Officer. 

Secretary of the Navy. See Cabinet Officer. 

Secretary of the Treasury. See Cabinet Offi- 
cer. 

Secretary of War. See Cabinet Officer. 

Senator. Salutation; *'Sir." Complimentary 
close : " I have the honor to be. Sir, your obedient 

servant." Superscription : *' To the Honorable A 

B ^ Senate Chamber," etc. ; or, better, " Senator 

A B-— ," etc. The President of the Senate 

should be addressed, ^ To the Honorable the Presi- 
9 
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dent of the Senate of the United States " ; or, " To 

the Honorable A B , President of the Senate 

of the United States." The Senate as a body should 
be addressed thus — Salutation : " Honorable Sirs " ; 
or, ** May it please your Honorable Body " (or the 
Honorable Senate). Superscription : ** To the Hon- 
orable the Senate of the United States in Congress 
assembled." 

In conversation the Senator is frequently ad- 
dressed as " Mr. Senator." 

Senior. This post-title should be written, as 
indeed should all titles, with a capital, whether 
abbreviated or not The abbreviation is " Sr." It 
was formerly '^ Sen.," and that is still occasionally 
used. Its place is immediately after the name and 
before all other post-titles, such as " Esquire." See 
Junior, 

Sheriff. In America the usual salutation of this 
officer is " Sir." Complimentary close : " I beg to 
remain, respectfully yours " ; or, " I have the honor 

to be," etc. Superscription : " A—— B ^ Esq., 

Sheriff of C Co." For some British forms, see 

Mayor. 

Signature. This follows the complimentary 
close, on the next line or space, and should end at 
the right margin, or very near it It should be the 
ordinary signature. The reason for this is that, in 
cases where the letter fails of delivery from any 
cause, it may be duly and properly returned by the 
Dead-Letter Office; and, if the purpose of abbre- 
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viation or of a nom de guerre is to prevent the cor- 
respondent or the proper officer from identifying the 
writer, then ninety-nine times in a hundred it will 
be wiser not to write the letter at all. 

When . one is generally spoken to and of by a 
middle name, it is proper, or at least allowable, to 
abbreviate the first name and to write in full the 
familiar middle name ; as, " J. Henry Smith," when 
Mr. Smith is commonly known as Henry. Notably 
is this' proper when the middle name iS also that of 
a godfather that is, for any good reason, worthy a 
special attention. But if Mr. Smith is universally 
known as John^ it is sheer affectation of the worst 
possible taste for him to abbreviate the John and 
write the Henry in full The abbreviated first and 
full middle name is classical, and for that reason 
especially pleasing to students of the classics. To 
use it for that reason is pedantic, and pedantry is 
vulgar. The fledgling pedant seems to fancy that 
he borrows some of the style of C. Julius Caesar, or 
of M. Tullius Cicero, or of Q. Horatius Flaccus, 
when be writes himself " J. Henry Smith," when all 
his companions know him as John H. 

Sir. This vocative and salutation title is a cor- 
relative with Mister ; and may be used apart from 
the name, while Mr. must go with the name. We 
may accost a stranger with " Sir," the vocative title 
usually closing the sentence ; as, " Have we a meet- 
ing to-day, sir ? " It must, of course, begin with a 
capital, however used in epistolary form. With 
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** Sir," as a vocative, contrast " Mister.** It is the 
natural plebeian that accosts a stranger with any- 
thing like " Mister, what o'clock is it ? " 

In letters, Sir is the formal salutation of gentle- 
men, whether the correspondence be private or offi- 
cial. Government correspondence, being official, is 
necessarily formal, while the great mass of private 
correspondence is not. The rigid brevity of the 
formal ^Sir" is being replaced, gradually though 
slowly, in both fields by " Dear Sir " ; and this, event- 
ually, if it ever supersede " Sir,'* must do so by grad- 
ually taking on the meaning that " Sir ** now has. 
When **Sir" is the salutation, the complimentary 
close should be, " Yours respectfully," or something 
correspondingly distant. These forms are the ones 
most frequently used in our Government correspond- 
ence, both civil and military. The usage at Wash- 
ington is followed generally in the Government sub- 
offices throughout the country, so that it is safe to 
use ** Sir *' in all such cases. Many gentlemen of the 
old school seem to feel that " Dear Sir" is too famil- 
iar — ^too democratic and informal — for their use, even 
in private correspondence. But the use of a saluta- 
tion too formal may convey the idea of posing for 
effect, and the tendency now is decidedly toward 
the opposite point of informality. 

In Great Britain " Dear Sir " is becoming also 
more general than it was even one generation ago. 
In America, outside of official correspondence, we 
rarely encounter " Sir," except where the parties are 
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at daggers' points. A man's deadly enemy must 
be saluted as " Sir." 

The meaning of this courtly monosyllable is very 
flexible. " Sir " may be complimentary, conciliatory, 
supplicating, respectful, cold, distant, remonstrative, 
repellent, reproachful, encouraging, jocular, patron- 
izing, defiant, belittling, insulting — almost anything. 

The epistolary plural of " Sir " is " Gentlemen," 
and this has its French Messieurs — always abbre- 
viated "Messrs." — as a correlative. ** Messrs." is 
restricted in use as " Mr." is, and should rarely if ever 
be used alone in place of ** Gentlemen," and for 
the same reason that " Mr." is so restricted. It is 
accordingly incorrect to use " Messrs." as the saluta- 
tion of a letter, in place of " Gentlemen," or " Dear 
Sirs." '' Messrs." so used is an affectation, and there- 
fore vulgar ; unless used through ignorance, and ig- 
norance is essentially vulgar. It is a pre-title, bor- 
rowed from the French to do special duty in ad- 
dresses, and can not be substituted for "Gentle- 
men " as a vocative title or salutation. " Dear Sirs '» 
stands to "Gentlemen" as "Dear Sir" does to 
"Sir." 

Sir, as a designative of rank, is, of course, not 
American, but British. It belongs to Baronets and 
Knights, and is always a prefix to the given name ; 
as, " Sir Peter," " Sir Edward," in oral and colloquial 

use ; and " Sir Peter A ," " Sir Edward T ;* 

in speaking of the individuals in question. 

The original meaning of Sir is indicated by its 
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derivation, from the Latin senior^ elder. The first 
form was ^ Sire/' and that has survived in the salu- 
tation of kings. See Kit^, 

Sister of Charity. The forms in addressing a 
Sister of Charity are the same as those appropriate 
to spinsters not in orders ; but persons bearing pro- 
fessional or church relations to her vary their forms 
to fit the relations. These forms belong to the train- 
ing of the convent. In business the address, title, or 
salutation is " Madam," or "Dear Madam"; some 
preferring, appropriately enough, "Respected Sis- 
ters," or " Respected Ladies," and among CathoHcs 
these are the most common forms. When a sister- 
hood sign " Sisters of Charity " to a letter, the reply 
should be directed " To the Sisters of Charity," etc., 
or " Sisters of Charity " ; the salutation being " La- 
dies," or " Respected Ladies," or " Respected Sis- 
ters," as above. These points are on the analogy of 
the other sex. Men associated in firms or otherwise 
should be saluted as " Gentlemen," "Dear Sirs," and 
so on ; women associated in firms or otherwise re- 
ceive corresponding salutations. In the signature 
the " Sister " or " Sisters " is sometimes abbreviated 
to " Sr." or " Srs," ; and when so abbreviated, it is 
entirely proper to use the same in replying, in both 
the address and the superscription ; but never so in 
the salutation. See Mesdames. 

Solidton In America, the salutation "Sir" 
or " Dear Sir " ; the complimentary close, some 
form of "Respectfully yours." The superscription 
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is " Esquire/' a post-title. In England, the same ; 
and there also by courtesy. See Esquire. 

Space, Left Margin. See Margin^ The Left. 

Speaker of the House. See RepresentaHve, 

Squire. A person that holds the office of Es- 
quire. See Esquire. 

Stamp, Postage. The proper place for this 
stamp is at the top of the envelope at the right mar- 
gin — in the right-hand upper comer — and above the 
superscription. To put it on any other part of the 
envelope gives additional trouble to the stamping- 
clerk ; and especially to put it on the back, be- 
cause that necessitates turning the envelope over. 
And anything that gives unnecessary trouble is 
necessarily wrong and generally vulgar. 

State. A part of the address on a letter, re- 
quired by law. See Address. 

Stationery. See Envelopes^ Ink^ Paper^ Pens, 
Wafers, Wax, etc. 

Superscription. This is the outside address— 
the one usually written on the envelope, and the one 
for the postmaster and letter-carrier to note. It 
should be full and clear. It consists of three parts 
— the name, the title, and the place. The United 
States postal law requires four points — the name, 
the post-office, the county, and the State. See Ad- 
dress. The first line of the superscription should 
be very near the middle of the envelope, rather 
above than below it This place is important as a 
matter of taste and convenience, there being need 
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for the space above for the postage-stamp and the 
stamp of the postmaster. The end of it should be 
near the bottom and near the right margin. 

On the outside of a letter missive by post the 
writer should put the superscription and the post- 
age-stamp. Beyond these, on occasion, there may 
be the address of the sender, either written or 
printed. If written, it should be in a clear small 
hand across the left margin. If printed, it should be 
in the upper left-hand comer ; but maybe across the 
end, as when written. The address of the sender 
thus put on the outside of a letter is tantamount to 
a request to return it to him in case it fails of deliv- 
ery in due course. This request is frequently ex- 
pressed ; as, "If not duly delivered, to be returned 

to A B , etc." (full address). Instead of 

"duly" one may write "within ten days," or some 
other number of days. But this request is hardly 
necessary; for the reason that the law directs the 
return to the sender in due course at the expiration 
of one month. 

Most business firms print their addresses on the 
envelope ; and all such letters not duly delivered 
find their way back to the senders. 

When a letter is registered, the sender writes his 
full address across the left margin of the back of 
the envelope ; and this is all that should ever be 
written on the back. See Registration, 

Beyond the above, nothing. To write "In 
haste," " Deliver promptly," " By courtesy," and the 
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like on a post-letter — addressed apparently to whom 
it may concern, and it manifestly concerns nobody 
— ^are simply vulgar and useless. 

It was once necessary to write "To " before the 
name, in the superscription of all letters ; and many 
in England and a few in America do so still ; but, 
except in very formal letters, it is superfluous ; and 
for that very good reason it is falling into dis- 
use. In all official correspondence, such as ** To the 
Honorable the Secretary of State," it is proper to 
prefix it. But he that uses it in private correspond- 
ence, in America at least, to-day, runs the risk of 
being considered over-exact or of the old school. 
See To. 

Theoretically, it would be better to reverse the 
order of the items in the superscription ; that is, put 
first the largest and last the smallest. The item 
needed by the most distant post-official — the post- 
master that posts the letter — is the State, when in 
the States, and the country when it is to go abroad. 
All that that functionary needs is the State ; and 
succeeding officials will need the descending items. 
A rational address then would be : 
California, 

San Diego Co., 
San Diego, 

John Smith. 

Telegjam. This form of epistle needs a date, 
for record, and a signature ; but both salutation and 
complimentary close are considered superfluous* 
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The superscription should be full, specific, and 
clear. 

The. This demonstrative appears in such 
titles as "The Reverend," " The Honorable," etc. ; 
although it is frequently read with the titles, even 
when not written with them ; as is the case with Ro- 
man numerals in the titles of sovereigns, when we 
write " George III," which we always read " George 
the Third." It belongs to both pre-titles and post- 
titles, as in the examples given. 

Title* Is a term of courtesy, rank, or office, 
added to a name. " A certain man had the name of 
John (of England) ; the title of King ; and the ap- 
pellation of Lackland." — Worcester, Titles, for the 
convenience of the present uses, may be divided into 
two classes— Pre-titles, such as "Mr.," "Rev.," 
" Dr.," etc.; and Post-titles, such as " Esq.," " M. D.," 
" Jun.," etc. See Pre-title and Post-title. 

It is to be hoped that the time is coming when it 
will seem unnecessary — ^it is unnecessary now — to 
affix any title to an untitled man's name, in the su- 
perscription of hb letters. The " Mr." in " Mr. John 
Smith " is really superfluous now ; and the tendency 
of the age is to eliminate the superfluous every- 
where. It is evident that "John Smith" — ^being 
quite as easily identified as " Mr. John Smith " is — 
is all that is necessary ; and when the titleless form 
becomes customary there will be no discourtesy in 
it. In his day M. Tullius Cicero needed no Domi- 
nus to his name ; and his valet could dispense with 
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a title as well as he. Official titles have their use, 
the chief of which is to distinguish the officer from 
the unofficial rank ; and these are necessary and 
therefore desirable. 

To. The use of To as the beginning of the 
superscription is not universal even in formal ad- 
dresses, and, in America at least, is quite infre- 
quent in private correspondence. In formal corre- 
spondence with officials it is always best to use it; 
but there is really no use for it in any other cases. 
The fact that the letter is missive and duly prepared 
to send, conveys the fact that it is to the party whose 
name is in the superscription. In England it is con- 
sidered the correct thing to use it, although it is far 
less common there than it was a generation ago. See 
Superscription. 

Universal Postal Union. See Postal Union. 

Unmailable Matter. This embraces liquids, 
poisons, explosives, ointments, pastes, fresh fruits, 
animals, confectionery, articles having an offensive 
odor ; matter concerning lotteries, relating to so- 
called gift-concerns, and relating to fraudulent 
schemes and enterprises offering prizes; obscene 
and indecent books, prints, and other articles ; en- 
velopes, postal-cards, or packages on which obscene 
and indecent addresses or messages appear ; and in 
general anything liable to injure the mails or the 
persons of those handling them. 

Venerable* The pre-title of an Archdeacon, in 
the Roman Catholic Church. See Archdeacon. 
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Vtxj Reverend. A title given to all church 
dignitaries below Patriarchs, Archbishops^ Bishops, 
Abbots, and Prelates (except Archdeacons, who are 
Venerable), down to the class entitled to simple 
Reverend. The intermediate dignitaries are — Roman 
Monsignors (other than the Apostolic Prothonota- 
ries and Domestic Prelates), Administrators of vacant 
dioceses, Vicar-Generals, Provosts, Archdeacons 
(on occasion), Canons, Deans, Heads of Orders, Pro- 
vincials of Orders, Priors of Separate Priories, and 
Chancellors. These are addressed as '^ Very Rever- 
end"; and this title is by courtesy given also to 
Priors of Monasteries over which Abbots preside, 
Rectors and Superiors of Religious Houses, Presi- 
dents of Catholic Colleges and other high institu- 
tions of learning. 

Vicar-General. A Roman Catholic dignitary 
whose title is Very Reverend. Salutation : " Very 
Reverend Sir." Complimentary close : " I have the 
honor to be, Very Reverend Sir, your obedient 

servant." Superscription : ** Very Reverend A 

B y Vicar-General of C ^," etc. 

Vice-Admiral. The second officer in the 
United States Navy, commanding a fleet or fleets 
less than the whole Navy. See Admiral. 

Vice-Chancellor. A British office. Saluta- 
tion : " Sir." Complimentary close : " I have the 
honor to be. Sir, your most obedient servant." Su- 
perscription : " To Sir A B ^ Her Majesty's 

Vice-Chancellor," etc. 
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Vice-President. The second officer of the 
United States ranks socially with the Chief-Justice 
of the Supreme Court. Officially, he is addressed 
in epistolary salutation as " Sir," ** Mr. Vice-Presi- 
dent," or the like. Complimentary close : ** I have 
the honor to be, very respectfully, your obedient 
servant." Superscription : " To the Honorable the 
Vice-President of the United States," " To the Hon- 
orable A B ^ Vice-President of the United 

States." The Chief -Justice is addressed the same : 
'* To the Honorable the Chief- Justice of the United 
States," " To the Honorable C D ^ Chief- 
Justice of the United States." 

In conversation they are frequently addressed as 
" Mr. Vice-President," and " Mr. Chief-Justice." 

Viscount Salutation : " My Lord." Compli- 
mentary close : " I have the honor to be your Lord- 
ship's most obedient servant," or some corresponding 
form. Superscription: "To the Right Honorable 

the Lord Viscount A ." The Viscount ranks in 

general with a Baron. 

Viscountess. Salutation : " My Lady." Com- 
plimentary close: **I have the honor to be your 
Ladyship's faithful and obedient servant." Super- 
scription : " To the Right Honorable the Viscount- 
ess A ." 

Wafers. See Wax. 

Wax. Many years ago sealing-wax was indis- 
pensable in almost all correspondence, with the 

■wafer or without it ; and wafers did service in less 
10 
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fonnal correspondence for a long time alone. A 
hundred years ago the wax was a measure of tone ; 
and a letter without wax and a seal of some sort was 
a slovenly sort of thing in decent society. Wax is 
now confined chiefly to courtly correspondence, and 
express parcels containing valuables for security. 
Money parcels sent by express, and most foreign 
dispatches, are sealed with wax. Many fastidious 
persons, however, mainly those that rejoice in being 
of the old school, still use it with scrupulous care in 
all formal letters and even in notes. It is much more 
used in Great Britain than in America. Gunmied 
envelopes carry probably nine tenths of the letters of 
to-day, the world over. Wax, sand, the wafer, and 
the folded letter without envelope passed long ago 
into comparative obsoleteness; but quite recently 
wax has leaped into a feverish popularity in America. 
In societal correspondence it may hold its place; 
but the inconvenience that half a century ago ban- 
ished it from the post will no doubt limit its general 
use to-day. 

Worshipful. See Mayor. 



THE END. 
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SCHOOIi EDITION OF HODGSON'S EBBOBS IN THIS 
USE OF £NOIiISH« A Class-Book for Use in Schools, based 
on Hodgson^s *^ Errors in the Use of English/* Compiled and 
Edited \xj J. DonoLAs CHsisTn, B. A., Master of Modem Lan- 
guages, Collegiate Institnte, St. Catharines, Ontario. 12mo. 
Cloth, 76 cents. 

In the school edition the snbject-matter has been abridged and 
entirely remodeled, to adapt it more directly to class-room use. This 
form of the work is intended not to supplant, bat rather to supple- 
ment, the "American lerised edition.** 

THE OBTHOEFIST : A Pronouncing Manual, containing about 
Three Thousand Fiye Hundred Words, including a considerable 
Number of the Names of Foreign Authors, Artists, etc., that are 
often mispronounced. By Auvbd Atsbs. 18mo. Cloth, $1.00. 

*»The book is an excellent one, which Is likely to do more for the 
cause of good speech by directing attention to common errors than 
any work with which we are acquainted."— i^Mcr York Evening Fott. 

THE TEBBAIilST: A Manual deroted to Brief Discussions of the 
Bight and the Wrong Use of Words, and to some other Matters 
of Interest to thoee who would Speak and Write with Propriety. 
By AuniD Atbbs. 18mo. Cloth, $1.00. 

** Every one can learn somethinsr from this Tolume, and most of us 
a great detLi^'^—Sprina/lekl RepuUiean, 

THE ENGI^ISH OBAMSIAB OF WIIilJAM COBBETT. 

Careftilly revised and annotated by Altbbd Atbss. Uniform with 
"TheOrtho6pi8t**and"TheyerbaUet.** 18mo. Cloth, $1.00. 

** Cobbett*s Grammar is probably the most readable grammar erer 
written. For the purposes of self-education it is unriyaled.'*— .fVoiii 
%h$Pr^faee, 

PBACTICAIi MEBCANTILE lETTEB-WBITEB. A Col- 
lection of Modem Letters of Business. With Notes, Critical and 
Explanatory, an Analytical Index, and an Appendix, containing 
pro forma Invoices, Account Sales, Bills of Lading, and Bills of 
Exchange. By William Ahdxbsoh. ISmo. Cloth, $1.8& 

THE USEFUL U&TTEB-WBITEB. Mma Blue and gold, 
76 cents. 
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A WORIiD OF WONDBR81 Qb, MASYELS IN ANIMATB 
AND INANIMATE NATUBB. A Book for Toang Readers. 
With assniuBintioiu on Wood. liogeUmo. Cloth, iUominated, 
$S00. 

•* * A World of Wonders ' reproduces for jonthftal learners in nnt- 
nral history a wide array of marrels fh>m every department of the 
science.*'— ^OfTM JoumdL 

BOYS IN THB MOUNTAINS AND ON THE PUilNS. Ob, 

THB WBSTBRN ADVBNTURBS OF TOM SMART, BOB 
BDGB, AND PBTBB SMALL. By W. H. RiDniro, Member of 
the Geographical Surveys under lieutenant Wheeler. With 
101 Illustrations. Square 8vo. doth, gilt side and back, $2JX). 

** A thoroughly line book for boys in every way— fhll of interest and 
exciting adventures, crammed with information, physical and creo- 
irraphical, of the great West, its new life. Its native tribes, its abun- 
dant animal life, its vast resources."— 21ktf Churchman^ New York, 



THB TOVNG PBOPIiE OF SHAKESPEARE'S DRAMAS. 

For Touththi Readers. By Amkua £. Babb. With Dlustrations. 
ISmo. Cloth, tlJiO. 

"A happv thought inspired the task, and It is a source for con- 
gratulation that it was undertaken by one who has performed it in a 
spirit of snch thoughtful and intelligent sympathy with the subject." 
—Bottion Gazette, 



WINNERS IN IiIFE»S RACE | Ob, THE GREAT BACK- 
BONED FAMILY. By Akabxlla. B. Buokuet, author of the 
"Fairy-Land of Science " and " Life and her ChUdren." With 
numerous Dlustrations. 13mo. Cloth^ gilt side and back, $1.60. 

FACTS AND PHASES OF ANIMAI< UFE, INTERSPERSED 
WITH AMUSING AND ORIGINAL ANECDOTES. By Vbb- 
Hoir S. NoBWOOD, Lecturer to the Royal Society for the Preven- 
tion of Croelty to Animals. With 76 Illustrations. 12mo. Cloth, 
gilt side and back, $1.50. 

HOMESPUN STORIES. By AbcottR.Hofb, author of "Stories 
of Young Adventurers," etc. With Dlustrations. 16mo. Cloth, 
$1.26. 
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APPI<ETONS' HOME BOOKS. Complete In 19 rohimefl, ISmo. 
Handsomely printed, and bound in cloth, flexible, with iilnmi- 
Dated design, 60 cents each. 

The twelve books are also pnt np in three rolnmes, foar books to 
the Tolnme, in tbe following order, handsomely bonnd in cloth, dec- 
orated. Price of each of these rolumes, $S.OO, or $6.00 the set, in box. 

L 
BUILDING A HOME. By A. F. Oaxxt. Illostrated. 

n. 

HOW TO FURNISH A HOME. By Ella Rodxah Chubch. 
mnstrated. 

IIL 
THE HOME GARDEN. By ExxA Rodxak Chubch. Hlnstmted. 

rv. 

HOME GROUNDS. By A. F. Oakkt. Blnptrated. 

V. 

HOME DECORATION. Instmctionfi In and Designs for Embroid- 
ery, Panel and Decorative Paintinert*. Wood-caninir. etc. By 
Janbt E. RutrTZ-RssB, %athor oi ** Horace Yemet.^* llraslraited. 

VL 
THE HOME NEEDLE. By Ella Rodman Cbttbch. BlnBtiated. 

vn. 

AMENITIES OF HOME. By M. E. W. 8. 

vin. 

HOUSEHOLD HINTS. A Book of Home Receipts and Home 
Suggestions. By Mrs. EmrA W. Babcoox. 

IX. 
THE HOME LIBRARY. By Abthitb Pxinr, editor of **The 
Rhymester." Hlastrated. 

X. 

HOME OCCUPATIONS. By Jakit B. RuutzRbes. IDnstrated. 

XI. 
HOME AMUSEMENTS. By M. E. W. S., author of "Amenities 
of Home," etc. 

XII. 
HEALTH AT HOME. By A. H. Gttbrksbt, and I. P. L'atis, 
M. D., author of *' Hygiene for Girls." 
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D. APPLSTOK dfr CO:a PUBLICATIONS. 

A NATUBAUS'TS SAMBUSS ABOUT HOME. By Dr. 

Chab£h C. Abbott. ISmo, doth, $l.fiO. 

**The hone about which the doctor rambles is clemTly the hannt 
of fowl and fish, of animal and insect life; and it is of the habits and 
nature of these that he discoarses pleasantly in this book. Summer 
and winter, momin^ and evening, he has been in the open air all the 
time on the alert for some new rerelatlon of instlocL, or feeling, or 
cliaracier on the part of his neighbor creatures. Most that he sees 
and hears he reijons a g r e e a bly to us, as it was no doubt delightfht 
to himself. Books like niis, which are ttt% from all the technicalities 
of science, but yet lack little that has sdentiflc Tahie, are well suited 
to the reading of the young. Their atmosphere is a healthy one for 
boTs in particular to breathe. It awakens a noble sympathy for what 
is below us. It helm to oTercome a natural timidity, often increased 
by ignorance, which detracts much firom the enioyment many would 
have in out-of-door recreation. Erer since the days of Iiaak Walton, 
books like his and *The Natural History of S«^lbome* hare been 
popular ; but there was never before a time when they found so many 
intelligent readers as they do at present."— JEXofton TroMoript. 



BLANIKBOOK OF TBISlE-FIiAlVTIKO ; om, Why to Plant, 
Where to Plant, What to Plant, How to Plant By Nathahibl 
H. Bglbstok, Chief of Forestry Dirlsion, Department of Agri- 
culture, Washington. 16mo, doth, 75 cents. 

"Mr. Ilgleston's Utrle book ought to be read byereiy one— by 
legislators considering the subject as a matter for statute law ; by the 
fltrmer, by the mannlhctnrer, by the ftantlersmau, and by the ordinary 
citizen— R>r the interest of all is aifected by the interest of each.**— 
Hariford Btenkng FoU. 

FIiOTTEBS ANB THEIB FEOIOBEES. By OvANT AiXBK, 
author of '* Vignettes of Nature/* etc. Illustrated. 12mo, doth, 
$1.5a 

*** Flowers and their Pedigrees * by Grant Allen, with many illus- 
trations, is not merely a description of British wild flowers, but a 
discussion of why they are, what they are, and how they come to 
be so ; in other words, a scientific stuay of the migration and trans- 
formation of plants, illustrated by the daisy, the strawberry, the 
cleavers, wheat, the mountain tulip, the cuckoo-pint, and a few others. 
The study is a delightfhl one, and the book is nscinattng to any one 
who has either love for flowers or curiosity about them.^*— iTart/brrf 
Cmira/nl, 

" * Flowers and their Pedigrees * is a series of charming essays, by 
Grant Allen, a well-known Bnglish writer, on the daisy, the straw- 
berry, the mountain tulip, the origin of wheat, etc. Though specially 
adapted to the latitude of England, they will not be less interesting 
in this country.*'- Acw York Obierver, 
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D. APPLETOK d! CO:a PUBUCATI0N8. 

DARWINISM STATED BY DARWIN HIMSEIiF: Char- 
acteristic Passages fh>m the Writings of Oharles Darwin. Selected 
and amnf^ed by Professor Nathah Shxfpabd. ISmo, cloth, 860 
pages, tl.fiO. 

** Mr. Sheppard must be credited with exempliiyine the spirit of 
impartial tratb-seeklng which inspired Darwin himself From these 
condensed results of the hard labor of selection, excision, and arrange- 
ment applied to more than a dozen rolames, it is impoiMible to draw 
anv inference respecting the philosophical opinions of the compiler. 
With the exception of a brief prefhce there is not a word of comment^ 
nor is there the faintest indication of an attempt to inftise into Dar- 
win^s text a meaning not patent there, by unwarranted sub-titles or 
head-lines, by shrewd omission, nnfiiir emphasis, or artftil collocation. 
Hr. Sheppard has nowhere swerved twm his purpose of showing in 
a dear, connected, and very compendious form, not what Darwin 
may have meant or has been charged with meaning, but what he 
actually said."— 7%« Sun. 

MENTAI. ETOIiUTION IN ANIMAI.S. By Gbohgb J. Ro- 
XANXS, author of ^^ Animal Intelligence." With a Posthumous 
Essay on Instinct, by Chables Dabwir. 12mo, cloth, $2.00. 
*' The author oonflnes himself to the psychology of the subject. 
Not only are his own views Darwinian, but he has incorporated in 
his work considerable citations from Darwin^s unpublished manu- 
scripts, and he has appended a Posthumous Essay on Instinct by Mr. 
Darwin.**— l^of^on Journal. 

"A curious but richly suggestive volume."— if«r York Herald, 

PRACTICAL ESSAYS. By Ai.vzA.imsB Batty, LL.D., author 
of "Mind and Body," ''Education as a Science," etc. 13mo, 
cloth, $1.60. 

" The present volume is in part a reprint of articles contributed 
to reviews. The principal bond of union among them is their practical 
character. . . . That there is a certain amount ofnovelty in the various 
susrgestions here embodied will be admitted on the most cursory 
pemsaL**— jFVom the Prfface, 

THE ESSENTIALS OF ANATOSIY, PHYSIOLOGY, AND 
HYGIENE. By Bogbb S. Tbaot, M. D., Health Inspector of 
the New York Board of Health ; author of '' Hand-Book of Sani- 
tary Information for Householders," etc (Forming a volume of 
Appietons* Science Text-Books.) 12mo, cloth, $1.S6. 
"Dr. Tracy states in his prefhce that his aim has been *to com- 
press within the narrowest space such a clear and intelligible account 
of the structures, activities, and care of the human system as is essen- 
tial for the purposes of general education.* And he has so far suc- 
ceeded as to make his manual one of the most popularly interesting 
and nsefnl text-books of its kind. . . . The book is excellently ar- 
ranged, the illustrations are admirable."— ^o»£9n DaUy AdvertUtr. 
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D. APPLETON di CO:a PUBLlCATIOKa. 

EODSTOKT OF THX WOBIJ>, ftom the Bsriiest Beoords to the 

Fall of th« WeBtem Empire. By Philip Smith, B. A. New edi- 

tioo. 8 Toto. 8to. yeDum doth, grttt top, $0.00; half calf; $13.60. 

** These Tolnmes embody the results of many yean oi ardooos and 

ooDsdentloas stady. The wofk is fhlly entitled to be called the ablest 

and most satieCuctory book on the sobjeet written in oar language. 

The aathor*8 methods are dignified and Judicious, and he lias syailed 

himself of all the recent light thrown by philological research on the 

annals of the East."— i^r. C. K. Adanu't Manuafqf Ilistorieai LUera- 

EODSTOBT OF HKBOBOTUS. An EoffHsh Version, edited, with 
Copioos Notes and Appendices, by GaouoB Bawuhsok, M. A. 
With Maps and lUnstrations. lu four Tohtmes, 8to. Yellam 
cloth, $&00; half calf, $18.00. 
" This must be considered as by fltr the most Tahiable rervion of 

the works of ' The Father oi History.* The history of flerodotns was 

Erobably not written notil near the end of his lile; it is certain that 
e had been collecting materials for it dnrlng many years. There was 
scarcely a city of importance in Qreece, Asia Minor, Syria, Persia, 
Arabia, or J^pt, that he had not Tisited and studied ; and almost 



every page ofbis work contains results of his personal inqniries and 
observanons. Many things laughed at ibrcentaries as impossible are 
now ioond to haTe been described in strict accordance with truth." — 
J)r, a K. Adamt't Manual or iRttorieal LUerotun, 

A GENEBAIi HI8TORT OF GBBSGE, fhnn the Earliest 
Period to the Death of Alexander the Great. With a Sketch of 
the Sabseqaent History to the Presect Time. By G. W. Coz. 
12mo. Cloth, $1.60. 
"One of the best of the smaller histories of Greece."— 2>r. C. K, 

Adanui'i Mannai <^ BUtarical LUeraiure, 

A HISTOBT OF GRBBCE. From the Earliest Times to the 
Present Qy T. T. TDtATxaru. With Maps and Hlnstrations. 
SyoIs. ttmo. Ck>th, $9.60. 

" The peculiar feature of the present work Is that it is founded on 
Hellenic sources. I hsTO not hesitated to follow the Father of His- 
tory lu portraying the heroism and the sacrifices of the Hellenes in 
their first war for independence, nor, in delineating the character of 
that epoch, to form iny judgment largelly from the records he has left 
\M,'*—jBxtraetJ^om A^aee. 

OBEKCE IN THE TIMES OF HOMEB. An Acoonnt of the 
Life, Customs, and Habits of the Greeks during the Homeric 
Period. By T. T. TmATEins. 16mo. Cloth, $liia 
** In the preparation of the present rolume I hare conscientiously 

examined nearly crery book— Greek, German, French, or English— 

written on Homer. Bat my great teacher and guide has been Homer 

himself."— .FVvm the Frtfaoe. 
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B. APPLETON A CO:S PUBLICATIONS. 

HISTOBT OF BOJIE* By Dr. Thoxas Abhold. Laige 8to. 
Cloth, $8.00. 
Dr. AmoWs coloflsal reputation is founded on this great work. 

HISTOBT OF THE BOMANS. Complete in 8 Tols., email 8to 
(the eighth volume containing the ** ConverBion of the Northern 
Nations" and the '* Conversion of the Boman Empire"). By 
Chabus MsBiYALB, B. D. Bslf moroooo, $86.00. 

Mr. Merlvale's nndertaUng is nothing less than to bridge over no 
small portion of the interval between the interrupted work of Arnold 
and the commencement of Oibbon ; and he has proved himself no un- 
worthy successor to the two most gifled historians of Bume known to 
English literature. 

HISTOBT OF THB BOILANS UNDIIB THB IIMPIBE. 

By Chablbs Mbbtvalb, B. D., Sector of Lawford ; Chaplain to 
the House of Commons. 7 vols. Small 8vo. doth, $14.00. 
TbbSaikh. New edition. 7 vols, in four. 12mo. doth, $7.00. 

" A work that has Justly taken high rank in the historical literature 
of modem England. Some of his chapters must Ions be rmrded as 
admirable specimens of elegant literary workmanship. The author 
beo^ins his history with the gradual transfer of the old Bepublic to the 
imperialism of the Caesars, and ends it with the age of the Antonines. 
It therefore exactly fills the gap between Mommsen and Gibbon.'*— 
J)r, C, K, Adanu't Manual </ HUtorieal LUmUure. 

THE CONTBBSION OF THE BOMAN BMPIBF. The 

Boyle Lectures for 1864, delivered at the Chapel Boyal, WhitehaU. 
By Chablbs Mbbivalb, B.D. Large ISmo. doth, $1.60. 

CONTEBSION OF THB NOBTHFBN NATIONS. The 

Boyle Lectures for 1886, delivered at the Chapel Boyal, WhitehalL 
By dULBUBS Mbbivalb, B. D. Large ISoio. Cloth, $1.60. 

MONTBSQUIEU'S CONSIDBBATIONS ON THB CAUSES 
OF THE OBANDEUB AND DBCADENOB OF THB 
BOMANS. A New Translation, together with an Introduction, 
Critical and Illustrative Notes, and an Analytical Index. By 
Jehu Bakbb. Being incidentally a Bational Discussion of the 
Phenomena and the Tendencies of History in general. 12mo. 
doth, $2.00. 

*' Mr. Jehu Baker has rendered a ereat service to Bngllsh-speaking 
people by producing a new and admirable tranc>lation of Montes- 
quieu's ' Considerations on the Grandeur and Decadence of the Bo- 
mans.' '^—£oeton Courier. 
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D. APPLETON A CO:a PUBLICATIONS, 

HISTORY OF THE UNITED STATES OF AMERICA, 

FBOM THB DISCOVERY OF THE CONTINENT TO THE 
E8TABLISHMBNT OF THE CONSTITUTION IN 1788. By 
Qborox Bancboit. The author's la»t rerision. Complete in six 
Tohimet 8to. Price in tets : bine doth, gilt top, nncnt edge, 
$16.00 ; brown cloth, gilt top, nncnt edge, pap«r titles, $15.00 ; 
sheep, maible edge, $21.00 ; half morocco, gilt top, nncnt edge, 
$S7.00 ; half calf, marble edge, $S7.00 ; half grained morocco, gilt 
top, nncnt edge, $27X)a 

The six Tolnmes of this new and fnlly rerised edition of Bancroft's 
" History of the United States,'' now complete, comprise the twelTe 
Tolnmes of the original octavo edition, iDClndiog the '^Histoxr of the 
Formation of the Constitation " last published, and are issned at jnsft 
half the price. Yolnme YI contains a new portrait of Bancroft en- 
graved on steel. 

HISTORY OF THE FORKATION OF THE CONSTITU- 
TION OF THE UNITED STATES. By Gnonen Bahcboft. 
iTol. 8yo. Cloth, $2.60. 

This Tohime includes the original two-Tolnme edition of the work, 
with an Appendix, contalDinff the Constitution aud Amendmeuts. 
It is desigDed for constitutional students, and is sold separately from 
the other volnmes of Bancroft's Hiatoiy. 

HISTORY OF THE PEOPUE OF THE UNITED STATES, 

FROM THB REVOLUTION TO THE CIVIL WAR. By Johk 
B. MoMabtbb. 6 Tols. Sra Yola. I and n now ready. Cloth, 
$2.60 each. 

SooFB OF THB WoBK.— lu the conrsc of this narratlTe mnch is 
written of war?, conspiracies, and rebellions : of Presidents, of Con- 
gresses, of embassies, of treaties, of the ambition of political leaders, 
and of the rise of great parties in the nation. Yet the history of the 
people is the chief theme. At every stsge of the splendid progress 
which separates the America of Washini^ton and Adams from the 
America in which we Utc, it has been the author's purpose to describe 
the dress, the occupations, the amusements, the literary canons of the 
times ; to note the change of manners and morals ; to trace the 
growth of that hnmane spirit which abolished punishment for debt, 
and reformed the disciiMine of prisons and of Jails ; to recount the 
manifold improrements which, in a thousand ways, hare multiplied 
the conyeniences of life and ministered to the happiness of our race : 
to describe the rise and progress of that long series of mechanical 
inyentions and discoyeries which is now the admiration of the world, 
and our Just oride and boast ; to teQ how, under the benign influence 
of liberty ana peace, there sprang np, in the course of a single cent- 
my, a prosperity unparalleled in the annals of human aflkirs. 
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D. APPLETON d 00/8 PUBLI0ATI0N8. 

HISTORY OF THE PEOPLE OP THE UNITED 

STATES, from the RcTolution to the Ciyil War. By 

John B▲c^ McMasteb. To be completed in fiye volames. 

Vols. I and II, 8vo, cloth, gilt top, $2.50 each. 

SooPB ov THK Work.— /» the eoune of this narrative much is writ- 
ten Qfioari^ eontptradss, and rebeiUons; qfPreHdenta^ qf Congreues^ qf 
emdaaHet^ ^treatUe^ of the amtition of poUOeal leadert^ and qfthe rise 
<^ great parties in the nation. Yet the luatory qf the jpeqpU is the ehi^ 
theme. At enery stage qf the splendid progress wMeh separates the 
Amsriea qf Washington and Adams from the America in which toe live^ 
it has been the author's purpose to describe the dress, the occupations, the 
amusements, the literary canons qf the times ; to note the changes qf 
manners and morals: to trace the growth qfthat humane spirit which 
abolished punishment for debt, and r^ftrrmed the discipline <tf' prisons 
and (^iails ; to recount the manifold improvements which, in a thousand 
ways, have multiplied the convenienees qfUfe and ministered to the hap- 
piness (four race: to describe the rise and progress qfthat long series qf 
mechanical inventions and discoveries which is now the admiration qf 
the world, and our Just pride and boast ; to (ell how, under the benign 
ij^uence ^liberty and peace, there sprang up, in the course qfa single 
century, a prosperity unparalleled in the annals <tf human affairs. 

** The pledge <;iTen by tf r. McMaster, that * the history of the i 



f>hall be the chief theme.* Is punctihoasly and satisfactorily falfllled. 
He carries oat his promise in a complete, virid, and delightfU way. 
We shoald add that the literary execution of the work is worthy of the 
inderati^able indiistrr and nnceasinj? yitrilance with which the stores 
of historical material have been accamnlated, weighed, and sifted. 
The cardinal qualities of style, lacidity, animation, and energy, are 
everywhere present. Seldom, indeed, has a book, in which matter 
of substantial value has been so happily united to attractiveness of 
form, been offered by an American autlior to his fellow-citizens."— 
New York Sun. 

** To recount the marrelons progress of the American people, to 
describe their life, their literature, their occupations, their amuse- 
ments, is Mr. McMai^ter^B obiect. His theme is an important one, 
and we confl^ratulate him on his success. It has rarely been our prov- 
ince to notice a book with so many excellences and bo few defects. *"— 
New York Herald. 

*' Mr. McJdaster at once shows his grasp of the various themes and 
his special capacity as a historian of the people. His aim is high, but 
he bits the mark.* ~iV<n0 York Journal of Commerce. 

'* I have had to read a srood deal of history in my day» but I And so 
much freshness in the way ProfestK>r McMaster ba^ treated his subject 
that it is quite like a new niorj.^'—Fhiladelvhia Press, 

'*Mr. McMasler^s success as a writer seems to us distinct and de- 
cisive. In the first place he has written a remarkably readable history. 
His style is clear and vlsorons, if not always condensed. Be has the 
faculty of felicitons comparison and contrast in a marked degree. Mr. 
McMaster has produced one of the most spirited of histories, a book 
which will be widely read, and the entertaining quality of which is 
consplcaons beyond that of any work of its kind."— £o»ton Gazette. 
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BRROR8 IN THE VfHi OF BNOLISH. Br tbe late Wiu^ 
lAM B. H0DO8ON, LL. D., Professor of Political Bconomy in the 
UulTenityufSdinbareb. American revisea eUition. 12mo,clodi, 
$1.S0. 

" This poattanmoaa work of Dr. Hodsreon desenrto a hearty wel- 
eome, for ft is aore to do good serrice for the object it has in view— 
improved accuracy in the nse of the JSn^lisli langoage. . . . Perhaps 
its chief Qae will be in rery distinctly proving with what wonderftil 
earelessnesB or incompetency the Bnglish lan^nage is generally writ- 
ten. For the examples of error here oroogtit together are not picked 
ftom obscoro or inferior writings. Amomr the grammatical Muners 
whose trespasses are here recorded appear many of our best-known 
antlion and publications."— 7%« Aeademif, 

TOB BNGIiTSH GRAMMAR OF WHXIAM COBBETT. 

Garefhllv revised and annotated by Ai^ako Atbxs. With index. 
18nko, doth, extra, $1.(K). 

" I know it well, and have read it with great admbatlon."— Bich- 
▲BD GRAifT Whits. 

** Cobbett*s Grammar is probably the moat readable grammar ever 
^ written. For the purposes of self-edncation it is nnrivaled. Per> 
■ons that atadled iprammar when at school and foiled to comprehend 
, its principles— and there are many such— as well as those that never 
haye studied grammar at all, will find the book specially suited to 
their needs. Any one of average intelligence that will give it a care- 
fhl reading will be rewarded with at least a tolerable knowledf^e 
of the subject, as nothing couki be more simple or more lucid than 
iu ezpoeitions."— i'VofiiMtf Prtfaee. 

THB ORTHOBPISTi A Pronouncing Manual, containing about 
Three Thousand Five Hundred Words, including a Considerable 
Number of the Names of Foreign Authors, Artists, etc., that are 
often mispronounced. By Altbbd Atbes. 18mo, cloth, extra, 

" It gives us pleasure to say that we think the author, in the treat- 
ment orthiii very difficult and intricate subject, English pronunciation, 
fives proof of not only an unusual degree of orthofipfcal knowledge, 
ut also, for the most part, of rare Judgment and taste.*'— Joskph 
Thomas, LL. D., in Ltterary World. 



THB TERBAIiIST t A Manual deyoted to Brief Discussions of 
the Right and the Wrong Use of Words, and to some other Mat- 
ters of Interest to those who would Speak and Write wiih Pro- 
priety, including a Treatise on Punctuation. By Ai^nutD Atbbs. 
18mo, cloth, extra, $1.00. 
** This is the best kind of an English grammar. It teaches the 

right use of our mother-tongue by giving inntances of the wrong use 

of it, and showing why they are wrong.**— 2%« Churchfnan. 

** Every one can learn som«'thing from this yohime, and most of 

ns a great ^eoV^—8pring/ktd ReptMican, 
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